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INTRODUCTION 
 
For nearly 50 years, the City of Millville has been an Entitlement Grantee of the U.S. 
Department of Housing and Urban Development’s (HUD) Community Development Block Grant 
(CDBG) Program. This means that for as long as Millville operates a CDBG that complies with 
federal regulations, Millville receives an allocation of CDBG funds for every year that Congress 
funds the CDBG Program, which has been every year since 1974. Millville’s most recent 
allocation, which was for the 2021 Program Year, was $298,470. 
 
The purpose of the CDBG Program is to help provide decent housing, suitable living 
environments and economic opportunities primarily to the low- and moderate-income 
residents of communities that receive funding. The CDBG Program is very flexible in how those 
goals can be achieved, allowing for the support of infrastructure projects, facilities, housing 
rehabilitation and public services. 
 
This operating manual provides an overview of the management of the City of Millville’s CDBG 
Program. 
 
NOTE: CDBG regulations are complex and subject to change based on new regulations and 
evolving interpretations of existing regulations. It is therefore important to monitor HUD 
guidance and related information on an ongoing basis through the HUD website and other 
available means. 
  



 

PLANNING FOR THE NEXT PROGRAM YEAR 
 

Each year, the City must prepare an Action Plan, which is a comprehensive document that 
outlines the projects for the upcoming program year. Each Program Year begins on July 1 and 
ends on the following June 30. 
 
In addition, every five years, the City must prepare a Consolidated Plan that outlines the goals 
for the next five-year period. The current Consolidated Plan covers the Plan Years 2020 to 
2024. Every fifth year, planning for both the Action Plan and Consolidated Plan occurs 
simultaneously. 
 
The Action Plan and Consolidated Plan (if applicable) are due to HUD on May 15 each year 
unless notified by HUD of a later due date caused by delays in the federal budget process. 
However, planning and preparation begin in January. The following is a description of the major 
steps: 
 

First Public Meeting and Advisory Committee Meeting- The first step is to hold a public 
meeting in January or February. The purpose of this meeting is to solicit community 
input regarding community needs that may fall within the purview of the CDBG 
program. The needs thus identified will guide the selection of the projects for the next 
program year. Notice of this open public meeting should be published in the newspaper 
of public record 10 days prior to the event. A sample public notice is found in Appendix 
B. The first meeting of the Community Development Advisory Committee is held 
immediately after the First Public Hearing to review the input received and the 
timetable for the program year. The first public meeting is mandatory for organizations 
wishing to apply for CDBG funding for the year. 
 
Publish availability of CDBG Program Applications: Publish availability of applications 
on website, make public announcements at City Commission meetings, contact previous 
and potential sub-grantees and provide with due date. 

 
Preliminary Activity List: Next, the City should develop a preliminary list of activities 
and a budget based on priorities set in the Consolidated Plan as well as on community 
input. All proposed projects must be carefully evaluated using the comprehensive 
process described later in this section. The Activity File Checklist (Appendix C) may be 
used to assist with evaluating each activity's eligibility for CDBG funding. 

 
Second Public Meeting and Advisory Committee Meeting - Once all activities are 
determined to be eligible, a second public hearing is held to solicit community input 
on the projects. If significant revisions are made to the activity and/or budgets, the 
projects must be reevaluated for eligibility. A sample public notice for this meeting is 
also included in Appendix B. The second meeting of the Community Development 
Advisory Committee is held immediately after the First Public Hearing 



 

. 

 
Action Plan and Consolidated Plan- The Action Plan and Consolidated Plan are 
completed using HUD's Integrated Disbursement and Information System (IDIS). 
The Plans describe the proposed activities as well as the expected outcomes. 

 
Public Input on the Action Plan - The Action Plan will be made available for at least 30 
days for public review and comment unless this requirement is waived or amended by 
HUD. A sample public notice for this review is included in Appendix B. The Draft Plan is 
usually made available from April 1st to April 30th. It is published on the City website and 
available for review in the Community Development Office. 

 
City Commission Resolution: At the conclusion of the public review period, a 
recommended funding packet is prepared by staff and forwarded to City Commission 
for review and to pass a resolution endorsing the project list and budget. A draft 
resolution is also included in Appendix B. 

 
Submit Action Plan: Submit the Action Plan in IDIS by May 15 or other date as 
instructed by HUD. 

 

Determining Eligibility of Projects 
 
Each proposed activity must be reviewed carefully to 
determine if it is eligible for CDBG funding. 
Furthermore, the budget for the entire program year 
must be evaluated collectively to ensure that specific 
public service and administration caps in spending are 
not exceeded. 
 
The following is a summary of the six steps that should 
be evaluated to determine the eligibility of the projects: 
 
Step 1 - Is this a New Activity? - Eligible public service 
activities provided by the City must be a new service or a 
quantifiable increase in the level of service to prevent 
the substitution of CDBG funds for local funds to support 
the service; however, Public Service Activities provided 
by the City that were funded previously with CDBG are 
eligible for continued funding through the CDBG 
program. 
 
Step 2 - Is this an Eligible Activity? - All activities must fall within a category of explicitly 
authorized activities in the CDBG statute. A full description of all eligible activities can be found 

 

In determining eligibility, the 
primary factor that must be 
considered is, “Who will 
benefit from this activity?” 
The vast majority of the time, 
the answer needs to be low- 
and moderate-income 
residents of Millville, 
including those whose 
income is documented as 
low-mod or those belonging 
to a presumed low-mod 
group (described in Step 4 
below). 

 



 

in the Chapter 2 of HUD's Basically CDBG Guide. Every activity should fall into one of the 
categories in Table I. 
 

Table 1:  List of Eligible Activities  

Eligible Activities Description 

Acquisition of real property In whole or in part, by purchase, long-term lease, 
donation 

Disposition Payment related to the disposition of real property 
acquired with CDBG funds 

 
Public Facilities and Improvements 

Including acquisition, construction, reconstruction, 
rehabilitation, and installation of public facilities 
(except general purpose government buildings) 

Clearance Including demolition, removal and movement of 
buildings, and improvements 

Public Services Operating costs including labor, supplies and 
operations 

Interim Assistance for Public Facility 
and Improvements 

Including limited improvements to a deteriorating 
area as a prelude to permanent improvements and 
activities to alleviate an emergency condition 

Relocation Payments and assistance to persons displaced by 
relocation 

 
 
Loss of Rental Income 

Payments to housing owners for the loss of rental 
income incurred in holding, for temporary periods, 
housing units to be used for the relocation of 
individuals and families displaced by CDBG-assisted 
activities 

 
Privately-owned Utilities 

Acquire, construct, reconstruct, rehabilitate or install 
distribution lines and related facilities for privately-
owned utilities 

Rehabilitation Finance the cost of residential, 
commercial/industrial and non-profit buildings 

Code Enforcement Payment of salaries and overhead costs related to 
the enforcement of codes in relation to a 
rehabilitation or blight elimination effort 

 
Special Economic Development 

Commercial or industrial improvements by 
governing jurisdiction or non-profit and assistance to 
private for-profit entities for economic development 

Microenterprise Assistance Facilitate economic development through 
microenterprises 

Homeownership Assistance Financial assistance for the purchase of a home 

Planning and Capacity Building Including study, analysis, data-gathering and 
implementation plans 



 

 
Program and Administration Costs 

Pay costs related to the planning and execution of 
community development activities with funds 
provided under the CDBG program 

 
Step 3- Is this an Ineligible Activity? - The next step is to determine if the activity falls within a 
category of explicitly ineligible activities, despite its apparent inclusion within an authorized 
category. Ineligible activities are summarized in Table 2. 

 

Table 2:  Ineligible Activities  

Categorically-Ineligible Activities Description 

Buildings or Portions Used for the General 
Conduct of Government 

This does not include the removal of 
architectural barriers involving any such 
buildings, which may be assisted under the 
category of public facilities 

General Government Expenses Expenses required to carry out the regular 
responsibilities of the unit of general local 
government are not eligible for assistance 
under this part 

Political Activities Funds may not be used to finance the use of 
facilities or equipment for political purposes 
or to engage in other partisan political 
activities 

Generally-Ineligible Description 

Purchase of Equipment The purchase of equipment, fixtures, 
furnishings or other items not an integral 
structure fixture is generally ineligible. CDBG 
funds may be used for such items when 
necessary for use by a recipient or its sub-
recipients in the administration of activities 
or when such items constitute all or part of a 
public service. 

Operating Maintenance Expense Any expense associated with repairing, 
operating or maintaining public facilities, 
improvements and services is ineligible. 
Specific exceptions are operating and 
maintenance associated with public service 
activities. 

New Housing Construction  

Income Payments A series of subsistence-type grant payments 
made to individuals for items such as food, 
clothing, housing or utilities. Excludes 
emergency grant payments made over a 
period of up to three consecutive months. 



 

 
Step 4 - Does this activity meet a National Objective? -  The next step is to determine if the 
proposed activity can meet one of the national objectives of the CDBG program. All activities 
must meet at least one of the following: 
 

1. Provide a benefit to low- and moderate-income people; 

2. Aid in the prevention or elimination of slums or blight; or 

3. Meet an urgent community development need of recent origin. 
 
The focus of this manual is the benefit to low- to moderate-income people and prevention or 
elimination of slums or blight because these are currently the primary focus of Millville’s CDBG 
programs. Urgent need can be used to qualify spending of the recently provided CDBG-CV 
funding that was provided in response to the Coronavirus pandemic. 
 
Activities benefiting low- and moderate-income persons can qualify as an area, limited 
clientele, or low/mod income housing benefit. This distinction is very important because it 
determines the kind of documentation required to establish project eligibility.  
 
In the case of an area benefit, a service area must be determined for each activity. While the 
service area is determined by the City, HUD does provide the following guidance: 

 

• A map documenting each service area must be kept in the project file  

• The service area must be the entire area served by the activity 

• Activities of the same kind that serve different areas must be considered 
separately on the basis of their individual service area.  This means that if the 
grantee has a program that provides for sidewalks to be installed throughout the 
entire community during a CDBG program year, it would need to break this activity 
down into separate activities based on the different areas that the sidewalk would 
serve. 

• Consult the CDBG Desk Guide for additional information 

• 51% of the population in the service area must be low/mod. 
 

Members of the following groups are presumed by HUD to be principally low/mod for purposes 

of public services or public facilities (NOT for housing): 

• abused or neglected children 

• elderly persons (age 62 and above) 

• domestic violence victims 

• homeless persons 

• severely disabled adults (severely disabled children are not presumed to be 
low/mod) 



 

• illiterate adults 

• persons living with AIDS 

• migrant farm workers. 
 
Activities preventing or eliminating slums or blight can qualify as an area or spot basis (Urban 
Renewal is not eligible in Millville). This distinction is very important because it determines the 
kind of documentation required to establish project eligibility. 
 
In the case of an area benefit, the area in which the activity occurs must be designated as slum 
or blighted. 
 

Step 5 - Complete the Public Services and Administrative Cap Worksheets - After the 

preliminary CDBG activity list has been developed, the next step is to confirm that the 

budget does not exceed the Public Services or Administrative caps. 
 

• Public Services Cap: The dollar amount of CDBG funds obligated within a program 

year to support public service activities may not exceed 15% of the total grant 

awarded to the grantee plus 15% of the prior year’s Program Income. 
 

• Administrative Cap: The dollar amount of CDBG funds obligated within a 

program year to support overall program administration may not exceed 20% of 

the total grant awarded to the grantee plus 20% of the current year’s Program 

Income. 
 
 

 

 

 

 

 

 

 

 

 

 

Separate worksheets in Appendix D should be completed to ensure that the caps have not 

been exceeded. In addition, these worksheets should be revised anytime funds are 

reprogrammed (see discussion of reprogramming funds in the next section). Funding 

allocations need to be revised if either the public services or administrative caps are 

exceeded. 

 

Table 3:  Common Eligible Activities in the City of Millville 

  Qualifies if: Example: 



 

 
 
 
 
 
Public Facilities 

L/M Area Benefit The benefits of the public 
facility or improvement will 
be available to all residents 
in a particular area, and at 
least 51% of those residents 
are L/M persons 

Paving of streets and 
installation of curbs, 
gutters and sidewalks 
in a predominantly 
L/M income 
residential 
neighborhood 

Limited Clientele The public facility or 
improvement will be used 
for an activity designed to 
benefit a particular group of 
persons at least 51% of 
whom are L/M income 

Rehabilitation of a 
building to be used 
as a center for 
training severely 
disabled persons to 
enable them to live 
independently  

 
 
 
 
 
Public Services 

L/M Area Benefit The public service is 
available to all the residents 
in a particular primarily-
residential area, and at 
least 51% of those residents 
are L/M income persons 

Increased police and 
fire protection 
services in a 
predominantly L/M 
income 
neighborhood 

Limited Clientele The public service is limited 
to a specific group of 
people, at least 51% of 
whom are L/M income 
persons. Services qualifying 
under this category serve a 
specific clientele, rather 
than providing service to all 
the persons in a geographic 
area. 

Provision of meals to 
the homeless 

 
  



 

THE NEW PROGRAM YEAR 
 
This section of the manual outlines the tasks that must be completed at the beginning of the 

Program Year in July. Significant tasks are also summarized in the CDBG timeline included in 

Appendix A. 

 

Release of Funds/Environmental Review Record (ERR) 
 
At the start of the Program Year, the municipality prepares an ERR to ensure that projects 
funded with federal CDBG funds will not have a negative impact on the environment or 
historical resources. Once these determinations have been made, and the public has an 
opportunity to review the findings, and comment on them if they desire, a Request for Release 
of Funds may be submitted to HUD.  An example of the ERR and release of funds is included as 
a reference in Appendix E. 
 
The following are some other important things to consider when preparing the Release of 
Funds and ERR: 
 

• It is very important that the public notice lists the activities and the funding amounts. 

 

• The correct grant number for the Release of Funds is B-20-MC-34-0005. The "20" 
number reflects the CDBG program year, which in this example, is 2020. 

 

• The ERR should not be sent to HUD. HUD does not want to receive the ERR because 
they do not review it and HUD feels that by having it on file, it incorrectly suggests that 
they have reviewed and approved the document. 

 

• Exempt activities should not be included on the release of funds form. This generally 
includes administrative and public service activities. Section 58.34 defines "Exempt 
activities" as follows: 

  



 

(a) Except for the applicable requirements of Sec. 58.6, the responsible entity does not have to 
comply with the requirements of this part or undertake any environmental review, consultation 
or other action under NEPA and the other provisions of law or authorities cited in Sec. 58.5 for 
the activities exempt by this section or projects consisting solely of the following exempt 
activities: 
 

• Administrative and management activities; 

 

• Public services that will not have a physical impact or result in any physical changes, 

including but not limited to services concerned with employment, crime prevention, 

child care, health, drug abuse, education, counseling, energy conservation and 

welfare or recreational needs; and, 

 

• Assistance for temporary or permanent improvements that do not alter 

environmental conditions and are limited to protection, repair, or restoration 

activities necessary only to control or arrest the effects from disasters or imminent 

threats to public safety including those resulting from physical deterioration. 

  



 

Set-Up Activity – Activity Files and IDIS 
 
Before any funds can be spent on a new activity, the following preparation must be taken: 
 

 
  Step 1- Activity File and Checklist: 

The first step is to complete an Activity File Checklist (Appendix C) for each file.  
Completion of this checklist will ensure that all projects meet HUD guidelines and that 
appropriate documentation is on hand. This Activity Checklist includes all information 
on the activity including a description of the activity, the HUD matrix code, outcome and 
objective, projected number of beneficiaries and the amount budgeted for the project. 

 
  Step 2: Activity Documentation: 

Appropriate documentation for each activity will be kept in each activity file. The 
documentation required for different types of activities is: 

 

• Area Benefit (all of the items are required) - Map showing service area; relevant 
census data showing number of low- and moderate-income persons (Appendix F). 

 

• Limited Clientele Activity (choose one) - Documentation that the service or facility will 
be exclusively used by population presumed to be low/mod; or sample application 
used to document size and annual income of each household (see sample in Appendix 
G); or documentation that the nature and location of the activity establishes that it will 
be used by low/mod individuals; or removal of architectural barriers documentation. 

 

• Housing Activity - Sample application used to document household size and income 
(Appendix H). 

 
  Step 3 – Sub-Recipient: 

Additional documentation is required if an activity will be carried out by a sub-recipient, 
typically a non-profit organization serving Millville. A signed Sub-recipient Agreement 
must be on-file between the City and the organization. A sample agreement is in 
Appendix I. This agreement must be executed annually and stipulates the amount of the 
grant as well as the services to be provided by the organization. Additional information 
can be in the HUD Guide, Managing CDBG: A Guidebook for CDBG Grantees on Sub-
recipient Oversight. 

 

  Step 4: IDIS Set-up: 

After the activity files are established and required documentation is assembled, each 
activity must be setup in HUD's IDIS system. Consult HUD's current IDIS manual 
regarding IDIS questions. In general, there are three steps to setting up new activities 
each year: set up the project; set up the activity; and fund the activity. 



 

 
  



 

ON-GOING PROGRAM MANAGEMENT 
 
In addition to carrying out the day-to-day monitoring of the specific activities, several other 
program management tasks must be conducted throughout the year to ensure full 
compliance with CDBG rules and regulations. 
 

Quarterly Monitoring  
 
Program Monitoring Goals: 
 

• To review sub-recipient agencies to determine if services are being delivered in 
accordance with contract requirements as to type of services and number of units 
of service. 

• To review records of sub-recipient agencies to determine if systems are in place to 
properly document the provision of services, client eligibility and compliance with 
any other contract requirements. 

 
Fiscal Monitoring Goals: 
 

o To review sub-recipient agencies to determine if expenditures of allocated funds 
are being made in accordance with contract requirements. 

o To review records of sub-recipient agencies to determine if systems are in place to 
properly document financial transactions, the use of allocated funds, use of 
program income and any other contract requirements. Program and fiscal 
monitoring may or may not be scheduled concurrently. In some cases it may be 
necessary to perform a follow up monitoring visit.  

o It may be necessary to perform a follow up monitoring visit. 

 
 

 

NOTE: The Millville CDBG program is operated on a 
reimbursement basis. Funds must be spent by the City on 
an eligible cost and then reimbursed by HUD to the City. 
Similarly, funds must be spent by a sub-recipient on an 
eligible cost and will then be reimbursed by the City once all 
required documentation concerning a sub-recipient activity, 
including number of beneficiaries, valid receipts or invoices 
and other evidence of eligible cost, have been provided to 
the City. 



 

Program Monitoring Process 
 
All CDBG-funded activities should monitored on an ongoing basis to ensure timely progress. 
 
Sub-recipient activities should be monitored on site at least annually. A “desk monitoring” 
should occur as needed to review activity progress. 
 
 In preparation for a site monitoring visit to a sub-recipient, the assigned monitor(s) will review 
all the information pertaining to the activity, such as: 
 

o The sub-recipient's application for CDBG funding; 

o The written agreement with the sub-recipient; 

o Progress reports; 

o Drawdown requests; 

o Documentation of previous monitoring; and 

o Copies of audits 
 
Community Development Department staff or designee will contact the sub-recipient to 
arrange for a monitoring visit. The sub-recipient will be informed regarding the initial records to 
be reviewed. These records should be ready for review upon the monitor’s arrival and available 
at the working space set up for the monitor. 
 
As noted above, the status of all activities should be monitored on an ongoing basis in order to 
collect data, ensure CDBG funds are spent in a timely manner and for quality assurance 
purposes. 
 
The major components of ongoing monitoring are: 
 

Data Collection:  HUD requires a variety of data (income, race, number served, etc.) be 
collected for all activities. This data should be collected and entered into IDIS as funds 
are drawn and at least annually. The two forms in Appendix J have been prepared to 
assist with this data collection. The data collection form for each activity should be kept 
in the activity file. 

 

Schedule:  The schedule of all activities should be reviewed regularly. If an activity is 
behind schedule, it may be necessary to revise the schedule or reprogram funds if the 
delays are expected to continue. Notes regarding the schedule changes should be made 
in the activity file. 

 



 

Quality Assurance:  Community Development staff or designee will review the activity 
files on an ongoing basis and at least annually. Reviews will include required 
documentation, schedule and data collection. 

 
The Community Development Director or designee will also provide overall program 
management during the year as well as ensure that all program staff receive appropriate 
training on CDBG program management. 
 

Reprogramming Funds 
 
Like all CDBG grantees, the City of Millville is required by statute to use its CDBG funds in a 
timely manner. The CDBG timeliness standard requires that the City have no more than 1.5 
times the amount of its most recent annual grant in its CDBG line-of-credit 60 days prior to the 
end of each program year. The timeliness test is conducted by HUD on May 2 of each year. 
 

The ongoing review of all activities described above will help ensure that funds are spent in a 
timely manner.  Funds allocated to activities that are not proceeding as expected, and are 
therefore negatively impacting the City’s potential to meet its timeliness requirements, may 
need to be reprogrammed to other eligible activities. Follow the steps below if it is determined 
that the reprogramming of funds is necessary: 
 

• Determine Budget:  Determine the dollar amount of funds to be reprogrammed. This 
will be equal to the amount originally allocated to the activity(s) that are to be 
defunded and canceled. 

 

• Preliminary Activity List:  Next, develop a list of proposed activities. These can be 
existing activities in need of supplementary funding or new activities not previously 
identified in the Action Plan. All potential projects should be evaluated in the same 
manner described in Section I. This includes recalculating the Public Services and 
Administrative Caps. 
 

• Public Input:  If the amount of funds to be reprogrammed constitutes a substantial 
amendment to the relevant Annual Action Plan(s) per the City’s Citizen Participation 
Plan and is not being done in conjunction with a new Annual Action Plan, hold a public 
meeting to solicit community input on the selection of the projects that will be 
receiving the reprogrammed funds.  Notice of this open public meeting should be 
published in the newspaper 10 days before the event (sample public notice language is 
in Appendix B). 
 

• Amend Action Plan:  The Action Plan should be amended to reflect the changes. 
 

• Public Input on Revised Action Plan:  The public should be given 30 days to review 
the revised Action Plan. 



 

 

• IDIS Changes:  Make changes in IDIS. Add new projects, close completed projects 
and cancel defunct projects where no CDBG funds have been spent. 
 

• Transmit Revised Action Plan to HUD 
 

END-OF-YEAR REPORTING 
 
The Program Year ends on June 30 each year. The final report for the program year, the 
Consolidated Annual Performance and Evaluation Report (CAPER), is due to HUD 90 days 
after the completion of the Program Year (September 28) unless otherwise directed by 
HUD. Several IDIS reports are included in the report, which provides information to HUD and to 
the community on use of CDBG funds and the accomplishments derived from CDBG-funded 
activities. As a result, it is imperative that spending and accomplishment information be 
regularly entered into IDIS throughout the year and be current at the close of the Program Year. 
 

The CAPER must be made available for public review for 15 days. Notice of this public review 
should be placed in the newspaper (a sample public notice is included in Appendix B). The 
CAPER is submitted to HUD through the IDIS system. 
 

Section 3 
 
As a recipient of CDBG funds, Millville is required to comply with Section 3 of the Housing and 
Urban Development Act of 1968, commonly referred to as Section 3. The law provides that 
CDBG (and other HUD funds) provide employment opportunities to low- and moderate-income 
residents to the fullest extent feasible. It requires that for all construction and rehabilitation 
contracts in excess of $100,000, the recipient of HUD funds makes an effort to contract with 
firms that are either owned by low-mod income individuals or certify that they will attempt to 
recruit and hire low-mod income residents for positions they may need to add as a result of the 
contract. 
 
HUD's Section 3 report must be completed annually and submitted through the designated 
reporting system, even if no contracts in excess of $100,000 have been awarded. 
 

Minority Business Enterprise Report 
 
The Minority Business Enterprise Report should be submitted to HUD on October 10 (a 
sample is included in Appendix L). 

  



 

FINANCIAL MANAGEMENT 
 
2 CFR 200 outlines the financial management and reporting systems for CDBG grant recipients 
and sub-recipients. These requirements have been established to make sure that all entities 
have a financial management system that: 1) provides effective control over the accountability 
for all funds, property, and other assets, 2) ensures "reasonableness, allowability, and 
allocability" of costs and verifies that expenses have not violated any federal restrictions or 
prohibitions, 3) permits the accurate, complete and timely disclosure of financial results in 
accordance with reporting requirements of the grantee or HUD, and 4) minimizes the time 
elapsed between transfer of funds from the U.S. Treasury and disbursement to sub-recipients 
and contractors. 
 
INTERNAL CONTROLS 
 
Internal controls include a combination of procedures, specified job responsibilities, qualified 
personnel and records that together create accountability in an organization's financial system 
and safeguard its cash, property and other assets. Such controls make sure that: 1) resources 
are used for authorized purposes and in a manner consistent with applicable laws, regulations, 
and policies, 2) resources are protected against waste, mismanagement, or loss, and 3) reliable 
information on source, amount, and use of resources is secured, up-to-date, and recorded. 
Additionally, internal controls will ensure that no one individual has authority of an entire 
financial transaction. 
 
ACCOUNTING 
 
Sub-recipients must have accounting records that adequately identify the sources and 
application of CDBG funds. Simply stated, they should have 1) a chart of accounts that includes 
general assets, liabilities, expenses and revenue, 2) a cash receipts and disbursements journal, 
3) a payroll journal, and 4) a general ledger.  
 
For CDBG funds, records must contain reliable and up-to-date information. The information 
should at least include: 
 

• Federal grants received by the sub-recipient. 

• Current authorizations and obligations of CDBG funds. 

• Unobligated balances (funds remaining available for distribution). 

• Assets and liabilities. 

• Program Income (if any). 

• Actual outlays or expenditures, with a breakdown of i) the grant program the funds 
were derived from and ii) "eligible activity" determination, which clearly indicate 
use of program funds is for eligible activities. 

 
ALLOWABLE COSTS 



 

 
All costs incurred as a part of CDBG financed activities must adhere to the following: 

 

• The expenditure must be necessary, reasonable and directly related to the grant. 

• Authorized by the City of Millville via the budget that was approved in the 
contractual agreement between the City and the sub-recipient. 

• Expenditure cannot be prohibited under 2 CFR 200. 
 
FEDERAL REGULATIONS GOVERNING MANAGEMENT AND FINANCIAL SYSTEMS 
 
The below regulations are applicable to both the City of Millville and all sub-recipients: 
 

• Sub-part J (24 CFR 570.500 - 570.513) covers general responsibilities of CDBG grant 
administration, including uniform administrative requirements, provisions of sub-
recipient agreements, program income, use of real property, record-keeping and 
reporting, and closeout procedures. 

• Sub-part K (24 CFR 570.600 - 570.614) deals with other CDBG program 
requirements including civil rights, labor standards, environmental standards, flood 
insurance, relocation, displacement, acquisition, employment and contracting 
opportunities, lead-based paint, use of debarred, suspended or ineligibles 
contractors, uniform administrative requirements and cost principles, conflicts of 
interest and the American Disabilities Act. 

 
NON PROFIT ORGANIZATIONS 
 

• 2 CFR 200 establishes principles for determining costs that are allowed to be 
charged to federal grants, under contracts, and other agreements. 

 

PROCUREMENT 
 
The federal government has set standards and procedures for procurement that are intended 
to ensure that supplies, equipment, construction and other services acquired in whole or part 
with federal funds are 1) obtained as efficiently and economically as possible and 2) procured in 
a manner that provides, to the maximum extent practical, open and free competition. All 
solicitations must clearly explain all the requirements that the bidder must fulfill in order for 
the grantee or sub-recipient to evaluate the bid. Goods and services solicitation must be clear 
and accurately describe the material, product or service to be procured. Furthermore, the 
solicitation must not contain features that unduly restrict competition. 
 
 
Examples of restricting competition include but are not limited to: 



 

 

• Placing unreasonable qualifying requirements on firms. 

• Requiring unnecessary experience and excessive bonding. 

• Specifying only "brand name" products instead of allowing "an equal" product. 

• Noncompetitive pricing practices between firms and affiliated companies. 

• Noncompetitive awards to consultants on retainer contracts. 

 
All awards must be made to the bidder whose bid is responsive to the solicitation and most 
advantageous to the grantee or sub-recipient. Any and all bids may be rejected when it is in the 
interest of the grantee or sub-recipient to do so. The grantee or sub-recipient must ensure that 
the award is only made to responsible contractors possessing the ability to perform successfully 
under the terms and conditions of the proposed procurement. 
 
 
 
DEBARRED CONTRACTORS 
 
HUD maintains a list on its web site of contractors who have been barred from competing for 
HUD contracts. Before awarding a bid, the grantee or sub-recipient must check the federal 
Excluded Parties List System’s web site (https://www.visualofac.com/regulations/excluded-
parties-list-system/) to be sure that its contractor is not on the de-barred list. For any 
contractor on the de-barred list, the use of CDBG funds is prohibited. Print the HUD web page 
that states that no record was found regarding your contractor and place it in your files. 
 

GENERAL PURCHASING 
 
Purchases may be made with CDBG funds. For sub-recipients, the purchase must be: 
 

• Required for the success of the activity you have funded 

• An allowable cost as determined within the contractual agreement between the City 
of Millville and the sub-recipient. 

• All purchases must be accompanied by proper source documentation; 

• An invoice, and/or sales receipt and 

• Copies of checks or charge slips to verify that the sub-recipient paid for the items at 
hand. It is imperative that agencies keep a log of purchases charged to the grant. 

 

METHODS OF PROCUREMENT 

Federal regulations specify various methods of procuring goods and services to be paid for 
using federal dollars, including CDBG funds. The appropriate method of procurement is 
determined by the aggregate dollar amount of goods or services acquired from a single source. 
Items purchased with CDBG funds, in whole or part, may not be categorized into activities in 

https://www.visualofac.com/regulations/excluded-parties-list-system/
https://www.visualofac.com/regulations/excluded-parties-list-system/


 

order to avoid these requirements. The following sections describe each method in further 
detail. 

 
Small Purchases 
 
The small purchase procedures allow recipients to acquire goods and services totaling no more 
than $250,000, without publishing a formal request for proposals or invitation for bids. This 
method of procurement is typically used to purchase commodities such as equipment or other 
materials. In the highly unlikely event that a recipient is purchasing materials that will exceed 
$250,000, they must use the sealed competitive bid process. The small purchases method can 
also be used to acquire eligible types of services, such as professional consulting, environmental 
review or planning. Note that engineering and architectural services cannot be procured using 
the small purchase method and must always be acquired using the competitive proposal 
approach. 

 
In general, the small purchase procedures also cannot be used to acquire construction 
contractors. These acquisitions must occur under the competitive sealed bid approach outlined 
below. The only exceptions to this rule are instances when the recipient is directly contracting 
for owner-occupied single-family housing rehabilitation where the total cost of that 
rehabilitation will not exceed $250,000. Note: if the individual homeowner procures and selects 
the contractor, the requirement for sealed bids is not applicable. 

• Under the small purchases method, recipients send a written request for quotes 
to potential vendors with a detailed description of the goods or services needed. 
In return, they receive competitive written quotations from an adequate number 
of qualified sources. Since this process does not require a public advertisement, 
written quotes must be received in response to written solicitations from a 
minimum of three qualified sources. Each quote must include pricing 
information that allows the recipient to compare costs across bidders and ensure 
cost reasonableness. 

• Documentation of the quotes shall be attached to the purchase requisition and 
maintained in the recipient’s files. 

• The award shall be made to the lowest responsive and responsible source. 

 
Competitive Sealed Bids (Formal Advertising) 
 

 Competitive sealed bids (Formal Advertising) should be used for all construction contracts or for 
goods costing more than $250,000. As noted above, the only exceptions to this rule are owner-
occupied housing rehabilitation projects where the total cost does not exceed $250,000. These 
projects may be conducted under the small purchases method. 

 

 Competitive sealed bidding requires publicly solicited sealed bids and a firm-fixed-price contract 
(to include unit price and quantities) is awarded to the responsible bidder whose bid, 



 

conforming with all the material terms and conditions of the invitation for bids, is lowest in 
price. 

 

In order for formal advertising to be feasible, the following minimum conditions must be 
present: 

• A complete, adequate and realistic specification or purchase description is 
available, including notification of labor and wage standards that apply, if any. 

• Two or more responsible suppliers are willing and able to compete effectively for 
a recipient's business. 

• The procurement lends itself to a firm fixed-price contract, and the selection of 
the successful bidder can appropriately be made principally on the basis of price. 

 

When the competitive sealed bid (formal advertising) process is used, the following 
requirements apply: 

o Publication Period: The invitation for bids must be publicly advertised and bids 
directly solicited from competent vendors. The publication should be published at least 
one time in a newspaper of general circulation 30 days prior to bid opening and/or 
published in the Dodge Plan Room/Associated General Contractors (AGC) or other trade 
publication of general circulation. If the publication period is not of sufficient time to 
attract adequate competition, the bid will have to be re-advertised. 

 

A shortened bid period may be requested in advance and will only be approved by Grants 
Administration when there are extenuating circumstances. Examples of such circumstances 
include: 

• The project has been bid several times, documentation exists for each bid, 
and other funding is in jeopardy. 

• The project must get under way or be completed in order to meet the 
timeline of an industry that has committed to begin operations and create 
jobs. 

• There is a local emergency affecting health and safety that will be addressed 
once the project is complete. 

 

o Bid Advertisement: The advertisement should indicate that it is an Invitation to Bid 
and that project funding is being provided by CDBG and that federal requirements will 
apply to the contracts. It should also include the title of the project and brief scope of 
work, the name of the procurement entity, how to get copies of technical specifications 
and bid package, submission instructions and deadlines, public bid opening date, time 
and place (competitive bids) and any other appropriate instructions. 

 

o Clear Definition: The invitation for bids, including specifications and pertinent 
attachments, must clearly define the items or services needed in order for bidders to 



 

properly respond to the invitation. The bid package must also include all contractual 
terms and conditions applicable to the procurement. 

 

o Itemized Costs: Bids must show the quantity and cost of each line item. Lump sum 
bids and/or bid items that are not specifically identified or are generally grouped as 
“miscellaneous” or “contingency” are not allowed. 

• Bids for buildings should include itemized costs for each structural building 
system (i.e., framing, electrical, plumbing, etc.) 

• Bids for water/sewer service connections must be included as a separate 
division (and also separated on pay requests). 

 

CONTRACTING 
 
Federal regulations make it very clear that grantees and sub-recipients should make every 
effort to use local business firms and contract with small, minority-owned, and/or women-
owned businesses in the procurement process. Grantees and sub-recipients must take 
affirmative steps to use small firms, minority-owned firms, women-owned firms, or labor 
surplus firms. Steps should include: 
 

o Incorporating such business in solicitation lists whenever they are potential 
sources. 

o Ensuring that such businesses are solicited when identified as potential sources. 

o Requiring prime contractors, when subcontracts are let, to take affirmative steps 
to select such firms. 

o In conformance with Section 3 of the Housing and Community Development Act 
of 1968, to the greatest extent feasible, grantees and sub-recipients must award 
contracts for work to be performed to eligible business concerns located in or 
owned by residents of the target area. This helps ensure that the employment 
and other economic opportunities generated by federal financial assistance for 
housing and community development programs shall, to the greatest feasible 
extent, be directed toward low and very low-income persons. Grantees and sub-
recipients should note, however, that the desire to award contracts to local firms 
is not a legitimate excuse for avoiding an open and competitive bid process. 

 
INSURANCE AND INDEMNIFICATION 
 
Each sub-recipient must procure and maintain insurance for the duration of the contractual 
agreement between the City of Millville and the sub-recipient. Insurance against claims for 
injuries to persons or damages to property that may arise from or in connection with the 
services performed or to be performed by sub-recipient, its agents, representatives, employees, 
volunteers, officers, director, or subcontractors. Each sub-recipient must provide adequate 
proof of insurance prior to signature of the contract for funding.  



 

 LABOR STANDARDS COMPLIANCE 
 
Appoint Labor Standards Compliance Officer 

The Grantee will designate a Labor Standards Compliance Officer to ensure compliance 
with all following applicable labor standard requirements. This person is to be appointed 
prior to the start of any construction activity requiring labor standards compliance: 

A. Davis Bacon and NJ Prevailing Wage Act. All laborers and mechanics employed 
by construction contractors or sub-contractors under contract in excess of 
$2,000 financed in whole or in part with grants or loans under the CDBG 
Program shall be paid wages at rates not less than those prevailing on similar 
construction. The Davis-Bacon Act as amended (40 U.C.S. 276(a)- et seq.) applies 
to the rehabilitation of residential property only if such property equals or 
exceeds eight units. 

B. Copeland Act. The Copeland Act, known as the "anti-kickback" prohibition, is 
applicable to work performed by laborers and mechanics. Implementing 
Department of Labor regulations provide that all laborers and mechanics shall be 
paid unconditionally and not less often than once a week and without 
subsequent deduction or rebate except "permissible" salary deductions. 
Contractors and sub-contractors are required to submit appropriate weekly 
compliance statements and payrolls to the Grantee. 

C. Contract Work Hours and Safety Standards Act. The Contract Work Hours and 
Safety Standards Act (40 U.S.C. 327-333) provides that laborers or mechanics 
shall receive compensation at a rate not less than one- and one-half times their 
basic rate of pay for all hours worked in excess of eight hours in any calendar day 
or in excess of forty hours in any work week. 

The Labor Standards Compliance Officer, whether a City employee or contracted third-
party, will take also necessary steps to monitor and document compliance with all 
relevant labor standards requirements, including file maintenance, wage determination, 
preparation of bid documents and contracts, leading a pre-construction conference, 
payroll report monitoring and construction site visits and interviews. 

  



 

      INCOME ELIGIBILITY GUIDELINES 
 
For those CDBG-funded activities requiring documentation of low-mod income status, the 
Millville CDBG program is required to use the annual income limits provided by HUD to 
determine household income categories. 
 
The Millville CDBG program will update its income limits in compliance with HUD’s annual 
release of this information. Documentation of income will be appropriate to the activity being 
funded. For example, housing rehab will require more extensive source documentation than 
participation in a public service. Specific requirements are included in the Housing 
Rehabilitation Policy and Procedures Manual and in sub-recipient agreements for public 
services. 
 

  PROGRAM STAFFING 
 
Completing all of the tasks (described above) that are necessary components to operating an 
effective and compliant CDBG program requires trained and dedicated City staff and likely the 
use of third-party contractors familiar with the CDBG program and its requirements. 
 
Typically, the following City employees will be responsible for completing the stated 
components of the CDBG program. On either a short-term or long-term basis, some of these 
tasks may be delegated to a third-party contractor experienced in the CDBG program. 
 
CD Director: Is responsible for the overall operation of the CDBG program, including planning, 
day-to-day implementation and reporting. Is the primary program contact for HUD, the public 
and other City departments and officials. Will be assisted by other City staff, as assigned, and by 
third-party consultants, as needed and as contracted. 
 
Housing Rehab Coordinator: Is responsible for the operation of the Housing Rehabilitation 
activity as outlined in the City’s Housing Rehabilitation Policy and Procedures Manual. Those 
duties include client intake, income verification, scopes of work, contractor bidding, assisting 
the homeowner with contractor selection, project monitoring, document preparation and, in 
conjunction with the CD Director and Finance Department, contractor payments. Any and all 
functions of the Housing Rehab Coordinator can be contracted out to an appropriate third-
party at the discretion of the CD Director and appropriate City officials. 
 
City’s Chief Financial Officer: Is responsible for maintaining the required financial systems 
described in Section V above. In conjunction with CD staff and Finance Department staff, 
assures the timely completion of all financial aspects of the CDBG program, including payment 
of eligible invoices, drawdowns from HUD and maintenance of required documentation. 
 



 

 RELATIONSHIP TO THE HOME PROGRAM 
 
The City of Millville has long been an Entitlement Grantee of the CDBG Program, as have fellow 
Cumberland County municipalities of Vineland and Bridgeton. When HUD introduced a new 
Program in the mid-1980s known as the Home Investment Partnerships (HOME) Program, 
however, none of the three Cumberland County towns were large enough to meet the 
threshold for funding under that program. 
 
The solution was to form a HOME Consortium of the three towns with Fairfield Township added 
to meet the requirement that all Consortium members be contiguous. Since the mid-1980s, the 
Vineland-Millville-Bridgeton-Fairfield HOME Consortium has received an annual allocation from 
HUD. Approximately 10 years ago, Pittsgrove Township in neighboring Salem County requested 
to join the Consortium and has been a member since that time. By mutual agreement, the 
division of the Consortium’s annual allocation among Consortium members is based on a HUD 
formula that determines how much each member contributes to the total allocation amount. 
 
HOME regulations require that one of the participating communities be designated the lead 
entity for a HOME consortium. By mutual agreement among all Consortium members, Vineland 
has filled that role since the Consortium’s inception. As the lead entity, Vineland handles the 
drawdown of HOME funds and reporting of HOME accomplishments but relies on fellow 
consortium members to provide planning input, program implementation and reporting data as 
well as payment requests and backup documentation. 
 
Unlike the very flexible CDBG Program, the HOME program can only be used to support 
affordable housing efforts. Most of the local Consortium’s funds have gone to owner-occupied 
housing rehabilitation over the years. There has also been support of new housing construction 
and rehab/sales efforts by local non-profit housing providers, who are required to receive a 
minimum of 15% of the HOME allocation each year. 
 
Since HOME grantees can only use up to 10% of their grant for administration, CDBG funds may 
be used to help operate a community’s HOME program. The CDBG Program allows up to 20% 
for program administration. Also, since both CDBG and HOME funds are frequently used for 
housing rehab activities in the Consortium communities, it is important that the efforts of the 
two programs complement each other. 
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Millville Annual CDBG Schedule 
 
NOTE: For a Consolidated Plan year, such as 2025, the Planning process will begin 
approximately 2 months earlier 
 

July 

 

• 1st – Program Year begins 

• Comprehensive Annual Performance and 

Evaluation Report (CAPER) process for prior 

year begins – run reports 

January 

• Begin Annual Action Plan planning process by 

notifying non-profits and city departments of 

application/request process (if applicable) 

• Approx. 15th - Publish notice of 1st Public Hearing   

August  

• Submit Request for Release of Funds (Form 7015.15) 

then HUD sends 7015.16 Authority form 

• Public notice for CAPER review – publish approx.. 

8/15 

• Send award letters to subrecipients 

 

February  

• Approx. 1st – 1st Public Hearing (community needs) for 

Annual Action Plan  

• Approx. 15th – applications due (if any) from non-

profits & city departments for CDBG funding 

• Approx. 20th to 27th - review & evaluate applications, 

develop initial funding recommendations 

September   

• 1 – review draft CAPER prior to public review period 

• Approx. 5th thru 21st - CAPER available for 15 days 

for public inspection. 

• Approx. 21st - Public Hearing on CAPER (if required 

by Citizen Participation Plan) 

• Approx. 21st - Written public comments on CAPER 

due 

• 28th – Submit CAPER in IDIS  

• Submit Section 3 report Form 60002 via SPEARS 

system (available to grantee only) 

March 

• Write Draft Action Plan  

• Approx. 15th - Publish Notice of 30-day public review 

period 

       and 2nd Public Hearing on Action Plan 

• 2 months until timeliness check – assess spending rate 

and compliance with Admin and Public Services caps 

 

October 

• 10th –Submit Annual MBE/WBE Report (Form 2516) 

• 10th – Submit Semi-Annual Labor Standards 

Enforcement Report (Form 4710) 

 

April  

• Approx. 1st thru May 1st - Public Review of Action 

Plan 

• Approx. 15th – 2nd Public Hearing on Action Plan 

• 10th – Submit Semi-Annual Labor Standards 

Enforcement Report (Form 4710) 

November 

• 6 months until timeliness check – assess spending 

rate and compliance with Admin and Public Services 

caps 

May  

• 15th – Submit Action Plan in IDIS (tentative date 

depending on HUD funding announcement) 

December 

 

June  

• Prepare Environmental Review Record for new year 

activities 

 
 
 



 

Appendix B - Public Notices and Resolution 
  



 

Samples of Action Plan/Consolidated Plan public notices (published as Display Ads): 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CITY OF MILLVILLE, NJ 
PUBLIC NOTICE 

 
COMMUNITY DEVELOPMENT BLOCK GRANT PROGRAM 

HOME INVESTMENT PARTNERSHIP PROGRAM 
2021 PROGRAM YEAR 

 
The City of Millville proposes to initiate planning for the FY 2021 Community Development Block Grant Program and the 
continuation of the HOME investment partnership program, which are funded by the Department of Housing and Urban 
Development (HUD).  The Community Development Block Grant for Fiscal Year 2021 is estimated to be $299,000 and HOME 
program funds are estimated to be approximately $140,000. 
 
Public Hearings are being scheduled in the initial stages of development of the 2021 Annual Plan.  The information received 
from interested persons at the hearings will assist the City and the Community Development Advisory Committee in the 
preparation of the 2021 Annual Plan. The hearings are designed to obtain citizens’ views and to respond to proposals and 
questions.  The hearings will address housing, community and economic development needs, development of proposed 
activities, and review of program performance.  The City will also obtain the views of citizens on priority non-housing needs. 
 
Information will be made available to citizens regarding Application procedures, timing, eligible activities, meeting National 
Objectives, reporting requirements and other regulations related to the Community Development and HOME programs.  
Information on past use of said funds will also be available. 
 
Applications for social service providers seeking Community Development Block Grant funding are available starting February 
12, 2021 at the Planning Office in City Hall and on the City website at http://www.millvillenj.gov/138/Housing-Community-
Development. Applicants must attend the February 25, 2021 public hearing and must submit applications no later than 4:30 
pm Friday, March 5, 2021. 
 
The first public hearing on housing and community development needs will take place on Thursday, February 25, 2021 at 5:00 
pm, and a second hearing will be held on Thursday, April 15, 2021 at 5:00 pm on the 2021 draft Annual Action Plan. These 
hearings will take place telephonically due to Covid-19 restrictions and can be accessed via the GoToMeeting as follows: 
https://global.gotomeeting.com/join/402686629, You can also dial in using your phone - United States: +1 (571) 317-3122, 
Access Code: 402-686-629.  Citizens are invited to submit written or verbal comments at or prior to the hearings. 

 
The draft Annual Plan, developed after the first hearing, will be available for public review for a 30-day comment period starting 
Monday, March 15, 2021 online at http://www.millvillenj.gov/138/Housing-Community-Development or in the Community 
Development Office at 12 S. High Street, Millville, NJ 08332. 

 
This notice is issued in accordance with the CDBG and HOME regulations. 
    BY ORDER OF THE BOARD OF COMMISSIONERS 
    Jeanne Hitchner, City Clerk 
 

Ciudad de MILLVILLE, NJ 
AVISO PÚBLICO 

PROGRAMA DE SUBVENCIÓN DE DESARROLLO COMUNITARIO 
PROGRAMA DE INICIO DE LA INVERSIÓN AÑO 2021 

  
La Ciudad de Millville propone iniciar la planificación para el programa de subsidio año fiscal 2021 y del Plan Consolidado de 
Cinco Años comunidad desarrollo y la continuación del programa de sociedad de inversión de hogar, que son financiados por 
el Departamento de Vivienda y Desarrollo Urbano (HUD). El Desarrollo Comunitario Block Grant para el año Fiscal 2021 se 
estima en $299,000 y fondos del programa HOME es estimado para ser aproximadamente $140,000. 
  
Las audiencias públicas están siendo programadas en las etapas iniciales del desarrollo del Plan anual de 2021 y del Plan 

http://www.millvillenj.gov/138/Housing-Community-Development


 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
  



 

Samples of CAPER public notices (published as Display Ads): 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

NOTICE OF AVAILABILITY 
COMPREHENSIVE ANNUAL PERFORMANCE AND EVALUATION REPORT (CAPER) 

FOR CDBG PROGRAM YEAR 2020 - CITY OF MILLVILLE 
 

In accordance with Title I of the National Affordable Housing Act of 1990, P.L. 101-625, and the regulations 24 CFR Part 
91.250, the City of Millville has prepared its Program Year 2020 Comprehensive Annual Performance Report (CAPER) for its 
Community Development Block Grant Program.  This report contains information including:  1) Summary of the resources 
and accomplishments, 2) Status of actions taken during the year to implement the goals outlined in the Consolidated Plan, 
and 3) Evaluation of the progress made during the year in addressing identified priority needs and objectives. 
 
A draft of the 2020 Comprehensive Annual Performance and Evaluation Report for the City of Millville will be available for 
inspection on the City website http://www.millvillenj.gov/138/Housing-Community-Development and in person from 
September 1, 2021 through September 21, 2021, during the regular hours of 8:30AM to 4:30 PM, at:  The City Millville, 
Office of Community Development, Millville City Hall, 12 S. High St., 5th Floor, Millville, NJ 08332 

 
Written comments on this report may be submitted until 4:00 p.m., September 21, 2021.  Written comments should be 
addressed to Department of Community Development, 12 South High Street, P. O. Box 609, Millville, NJ 08332 or to 
Yazmin.moreno@millvillenj.gov.  
 
The City of Millville intends to submit the 2020 Comprehensive Annual Performance Evaluation Report to the U.S. 
Department of Housing and Urban Development on or about September 28, 2021. 

 
AVISO DE DISPONIBILIDAD 

AMPLIO INFORME ANUAL RENDIMIENTO Y EVALUACIÓN (CAPER) 
PARA EL AÑO 2020 DEL PROGRAMA DE CDBG - CIUDAD DE MILLVILLE 

   
Acuerdo con el Título I de la ley Nacional de Vivienda Asequible de 1990, P.L. 101-625 y el Reglamento 24 CFR Parte 91.250, 
la Ciudad de Millville ha preparado su Programa Año 2020 Integral Anual Rendimiento Informe (CAPER) para su Desarrollo 
de la Comunidad Bloque de programa (CDBG). Este informe contiene información incluyendo: 1) Resumen de los recursos y 
logros, 2) Estado de las acciones realizadas durante el año para lograr los objetivos señalados en el Plan Consolidado y 3) 
Evaluación de los progresos realizados durante el año para hacer frente a objetivos y las necesidades prioritarias 
identificadas. 
  
El Rendimiento Anual Global 2020 y el Informe de Evaluación para la Ciudad de Millville estarán disponibles para inspección 
del 1 de septiembre de 2021 a través 21 de septiembre de 2021, durante el horario regular de 8:30am hasta 4:30 pm, en: 
Ciudad de Millville, Oficina de Vivienda y Desarrollo Comunitario, Millville City Hall,12 S. High St., 5th Floor, Millville, NJ 
08332. 
 
Conformidad con el Plan de la Ciudad de Millville, Participación Ciudadana, la Ciudad invita a los residentes de la CAPER en 
la dirección arriba indicada y proporcionar comentarios por escrito sobre este informe hasta 4:00pm, 21 de septiembre de 
2021. Comentarios por escrito deben dirigirse al Departamento de Desarrollo Comunitario, 12 South High Street, P.O. Box 
609, Millville, NJ 08332 o a yazmin.moreno@millvillenj.gov.  
 
La Ciudad de Millville se propone presentar al 2020 Integral Anual Evaluación Informe a los Estados Unidos Departamento 
de Vivienda y Desarrollo Urbano en o cerca del 28 de septiembre de 2021. 

http://www.millvillenj.gov/138/Housing-Community-Development
mailto:Yazmin.moreno@millvillenj.gov
mailto:samantha.silvers@millvillenj.gov


 

 

Sample of ERR public notice (published as Legal Ad):  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

MILLVILLE 2021 CDBG PROGRAM 
NOTICE OF INTENT TO REQUEST RELEASE OF FUNDS 

FOR TIERED PROJECTS AND PROGRAMS 

 
September 22, 2021 
 
City of Millville 
12 S. High St. 
P.O. Box 609 
Millville, NJ  08332 
856-825-7000 
 

TO: ALL INTERESTED AGENCIES, GROUPS AND INDIVIDUALS 
 
This legal notice shall serve as a combined notice satisfying two separate but related procedural requirements 
for activities to be undertaken by the City of Millville, NJ. This notice satisfies the publication requirements 
under § 58.70 and a Tiered Environmental Review process under § 58.15 of HUD’s 24 CFR Part 58 regulations. 
 

NOTICE OF INTENT TO REQUEST RELEASE OF FUNDS (RROF) 
On or about October 11, 2021, the City of Millville will submit a request to the Newark Field Office, United 
States Department of Housing and Urban Development (U.S. HUD), for the release of Community 
Development Block Grant funds under Title I of the Housing and Community Development Act of 1974, as 
amended, to undertake the following projects: 

Project title:  2021 Housing Rehabilitation 
Nature of Project:  This is a Program Year 2021-2024 project, anticipated to begin in December 2021 
and run through December 2025, where the City of Millville will provide PY 2021 CDBG funding of 
$46,850 for loans to income-eligible homeowners on a city-wide basis throughout the City of Millville 
to assist with necessary housing repairs.  The funding includes project delivery costs.  Total estimated 
project cost for PYs 2021-2024:  $187,400.  The actual annual amount will be identified in each Annual 
Action Plan.  Tier 2 site-specific reviews will be completed for those laws and authorities not addressed 
in the Tier 1 broad review for each address under this program when addresses become known. 
Estimated Project Cost for PY 2021:  $46,850 (2 units, averaging $23,425 per unit) 
 
Project title:  2021 Property Improvements 
Nature of Project:  This is a Program Year 2021-2024 project, anticipated to begin in December 2021 
and run through December 2025, where the City of Millville will provide PY 2021 CDBG funding of 
$75,000 for the removal of architectural barriers to accessibility in privately-owned nonresidential 
properties, primarily commercial properties with public access, such as retail establishments, on a city-
wide basis.  Total estimated project cost for PYs 2021-2024:  $300,000.  The actual annual amount will 
be identified in each Annual Action Plan.  Tier 2 site-specific reviews will be completed for those laws 
and authorities not addressed in the Tier 1 broad review for each address under this program when 
addresses become known. 
Estimated Project Cost for PY 2021:  $75,000 
 

 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Project title:  2021 Blight Elimination 
Nature of Project:  This is a Program Year 2021-2024 project, anticipated to begin in December 2021 and 
run through December 2025, where the City of Millville will provide PY 2021 CDBG funding of $43,000 
for blight elimination throughout the city on an area or spot basis, consisting of clearance or 
rehabilitation of eligible properties.  Total estimated project cost for PYs 2021-2024:  $172,000.  The 
actual annual amount will be identified in each Annual Action Plan.  Tier 2 site-specific reviews will be 
completed for those laws and authorities not addressed in the Tier 1 broad review for each address under 
this program when addresses become known. 
Estimated Project Cost for PY 2021:  $43,000 

 
TIERING 

 
Per § 58.15 of HUD’s 24 CFR Part 58 regulations, the City of Millville will undertake a Two-step Tiered, 
Categorically Excluded subject to § 58.5, Environmental Review process for the minor rehabilitation of affordable 
single-family housing units, the removal of architectural barriers to accessibility, and blight elimination/clearance.  
The first step consisted of examining the environmental factors that exist within the city’s target area. The second 
step will consist of a site-specific environmental review when properties within the target area are identified, 
essentially completing the Tiered Environmental Review process. If recognized environmental conditions or 
impacts are discovered and cannot be remedied during the second step in accordance with the laws and 
authorities under § 58.5, the project will be aborted.  
 

PUBLIC COMMENTS  
Any individual, group or agency may submit written comments on the ERR to the City of Millville, Department of 
Planning, 12 S. High St., PO Box 609, Millville, NJ 08332, 856-825-7000. All comments received by October 7, 
2021, will be considered by the City prior to authorizing submission of a request for release of funds. 
 

ENVIRONMENTAL CERTIFICATION 
The City of Millville certifies to HUD that Michael Santiago, in his capacity as Mayor, consents to accept the 
jurisdiction of the Federal Courts if an action is brought to enforce responsibilities in relation to the environmental 
review process and that these responsibilities have been satisfied.  HUD’s approval of the certification satisfies 
its responsibilities under NEPA and related laws and authorities and allows the City of Millville to use Program 
funds. 
 

OBJECTIONS TO RELEASE OF FUNDS 
HUD will consider objections to its release of funds and the City of Millville’s certification for a period of fifteen 
days following the anticipated submission date or its actual receipt of the request (whichever is later) only if they 
are on one of the following bases:  
 
(a) The certification was not executed by the Certifying Officer or other officer of the City of Millville. 
(b) The City of Millville has omitted a step or failed to make a decision or finding required by HUD regulation 

at 24 CFR Part 58. 
(c) The grant recipient or other participants in the development process have committed funds, incurred 

costs, or undertaken activities not authorized by 24 CFR Part 58 before approval of a release of funds by 
HUD; or  

 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

(d) Another Federal agency acting pursuant to 40 CFR Part 1504 has submitted a written finding that the 
project is unsatisfactory from the standpoint of environmental quality. 

 
Objections must be prepared and submitted in accordance with the required procedures (24 CFR Part 58, 
Sec.58.76) and shall be addressed to the HUD Newark Area Office at CPD_COVID-19OEE0NK@hud.gov.  Potential 
objectors should contact HUD/State to verify the actual last day of the objection period. 
 
Michael Santiago, Mayor 
City of Millville 

 



 

Appendix C: Activity File Checklist 
  



 

 
 
The following checklist are items that should be included in an activity file to make it complete.  

An activity file should include, but may not be limited to, the following documents:  

 
General Project Documents 

 Copy of application for assistance from the municipality, non-profit or grantee 
department 

 A sheet showing that the activity has been determined to be eligible for CDBG 
funds and the basis for that determination. Is it Low-mod area? If so, what is the 
service area? Is it Limited Clientele? If so, presumed benefit or will there be 
some verification of income to make sure at least 51% of beneficiaries are low-
mod. 

 Written description and any back up data to establish COVID-19 connection 

 Signed and dated copy of the written agreement between the grantee and sub-
recipient, including project budget. 
 

Project Implementation Documents 

 Reports from the sub-recipient showing levels of service and any other 
compliance with written agreement. 

 Invoices with backup for payments to the sub-recipient. 

 Insurance certificate 

 Summary and documentation of procurement process followed, if 
applicable 

 Record of purchase/disposal of equipment/property, if applicable  

 Note of activity completion date in IDIS. This could be a printout of the IDIS 
page once completion is entered. 

 
 

 

 

 

  



 

Appendix D: Public Services and Administrative Cap Worksheets 
  



 

Worksheet I: Guide for Review of Compliance  

with the Planning and Administrative Cap 

Name of Program Participant:       

Program Year Being Assessed:       

Name(s) of Reviewer(s)       Date       

 

Instructions:  This Worksheet is designed to assist the reviewer in answering the questions in this 

Exhibit.  The amount of CDBG funds obligated during each program year for planning plus 

administrative costs must be limited to an amount no greater than 20 percent of the sum of the 

grant made for that program year (if any) plus the program income received by the recipient and 

its subrecipients (if any) during that program year.  This is called the Program Year Obligation 

Test and is codified at 24 CFR 570.200(g)(2).  All program participants must comply with this test 

for all of their grants.  Additionally, only for CDBG grants appropriated in Fiscal Year 2015 and 

in subsequent years, no more than 20 percent of each grant (excluding expenditures of program 

income) may be expended for planning and program administrative costs.  This is called the 

Origin Year Grant Expenditure Test and is codified at 24 CFR 570.200(g)(1).  [References:  

Annual Appropriations Acts and 24 CFR 570.200(g)(1) and (2).] 
 
Part I:  Calculating the 20% Obligation Cap for Program Year Grants 
 
(1)   To determine the base against which the 20% cap will be applied, total the amount of 

CDBG funds received during the program year from the following sources: 
 

Entitlement Grant (from line 8.b of the Funding Approval form,  

HUD-7082)         $        
 
Surplus from Urban Renewal (from line 10.b of the Funding 

Approval form, HUD-7082)       $       
 
Program income received by the program participant and its 

subrecipients         $       
 
TOTAL:           $       

 

(2)    To calculate the amount of the cap, multiply the total amount  

         determined in Step (1) above by .20 and enter the number here                       $       
 
This amount represents the maximum dollar level that may be obligated during the program year and 

charged to the basic eligibility categories of Planning and Capacity Building and Program 

Administration. 
 
Part II:  Determining Compliance with the Program Year Obligation Test  

(24 CFR 570.200(g)(2)) 
 
Compliance with the Program Year Obligation Test is determined for program participants by 

performing the following calculations at the end of each program year: 
 
(3)    Determine the total amount of CDBG funds expended during the program 

 year for activities that are classified as eligible under 24 CFR 570.205  

 (Planning and Capacity Building) and 24 CFR 570.206 (Program  

 Administration Costs):   $           

Add to the above amount the total amount of unliquidated obligations 



 

for activities under these same two categories, as of the end of the 

program year: $       
 

Subtract from the balance the total amount of unliquidated obligations 

from these two categories, as of the end of the preceding year: $       
 

(4)    Enter here the result of the above calculations.  This is the amount 

 of net obligations for Planning and Administration during the  

 program year: $       
 
To be in compliance with the Program Year Obligation Test, the amount determined above as the net 

amount obligated may not exceed the amount determined as the cap for the year in the first portion of 

this subsection (see number (2) above). 

 

Part III:  Determining Compliance with the Origin Year Grant Expenditure Test  

(24 CFR 570.200(g)(1) 
 
(1)    Confirm that the grant you are reviewing is an origin year 2015 grant or a subsequent origin year 

grant (i.e., was appropriated in Fiscal Year 2015 or later). 
 
(2)    If the grant being reviewed was appropriated in 2015 or later, then confirm that no more than 20 

percent of the grant was expended for planning and program administrative costs (exclude 

expenditures of program income for planning and program administrative costs from this 

calculation). 
 
To be in compliance with the Origin Year Grant Expenditure Test, the amount expended under a grant 

for planning and program administrative costs may not exceed 20 percent of the grant. 

 

 
  



 

Worksheet II:  Guide for Review of Compliance  

with the Public Services Cap 

Name of Program Participant:       

Program Year Being Assessed:       

Name(s) of Reviewer(s)       Date       
 

Instructions:  This Worksheet is designed to answer question 5 of this Exhibit.  Follow the steps 

below to determine the maximum amount that an entitlement community obligated for Public 

Services during a program year. 
 
Part I:  Calculating the Cap 
 
1.   Enter the amount of the Entitlement Grant awarded for the program  

year, as shown in the Grant Agreement on line 11.b of the Funding  

Approval form (HUD-7082):       $       
 
2.   Multiply the amount on line 1 by 0.15 and enter the product here:   $       

 
3.   If applicable to this community, enter here the amount determined  

as described in the * Note below:           $       
 

4.   Enter here the total amount of program income received by the  

program participant and all of its subrecipients during the program 

 year preceding the year for which this cap is being determined: $       
 

5.   Multiply the amount on line 4 by 0.15 and enter the product here:  $       
 

6.   Add the amount on line 5 to the amount on line 2 (or, where  

applicable, to the amount on line 3) and enter the sum here.  This  

is the maximum amount that this community may obligate during  

the program year for activities carried out under the category of  

Public Services and under the category of Special Activities by  

Community Based Development Organizations (CBDOs) which  

are not expressly exempt from the cap: $       
 

*Note:    If the program participant, with the expressed consent of HUD, obligated more than 15%  

 of its annual entitlement grant during either its 1982 or 1983 program year for public  

 services, the program participant may use, for this calculation in lieu of 15% of its current  

 grant, the greater of the following amounts: 
 

Enter here the amount the program participant actually obligated for 

public services during that program year:     $       
 
or 
 
identify the percentage of the grant obligated for public services 

during that program year and multiply the amount on line 1 above, 

by the decimal equivalent of this percentage in lieu of 0.15 and 

enter the product here:       $       

 

 

 



 

Part II:  Determining Compliance with the Cap 
 
Compliance with the public services cap for program participants is determined by performing the 

following calculation at the end of each program year: 
 
 Determine the total amount of CDBG funds expended during the  

program year for activities that are classified as eligible under 24  

CFR 570.207(e) plus any public services carried out by a CBDO  

under 24 CFR 570.204 that are not exempt from the cap as provided  

under 24 CFR 570.204(b)(2)(i) or (ii) and enter the total here:   $       
 

Identify the total amount of unliquidated obligations for activities  

under these same two categories, as of the end of the program  

year and enter the total here: $       
 
Add the above two numbers and enter the subtotal here: $       
 
Identify the total amount of unliquidated obligations for these  

two categories, as of the end of the preceding program year and  

enter that amount here: $       
 
Subtract the figure in the line directly above from the preceding 

subtotal and enter the balance here.  (This is the amount of net 

obligations for public services that were incurred during the 

program year and are subject to the cap.) $      
 

If the amount of net obligations incurred during the program year does not exceed the amount  

determined under Part I as the maximum amount allowed for the year, the program participant is  

in compliance with this limitation. 

 

 

 

 
 
 

  



 

Appendix E: Environmental Review Record (ERR) and Release of Funds 
 
 
 
 
 
 

  



 

U.S. Department of Housing and Urban                                                                                                       
Development  

       451 Seventh Street, SW 
Washington, DC  20410 
www.hud.gov

espanol.hud.gov 

 

Environmental Review for Activity/Project that is  Categorically 
Excluded Subject to Section 58.5 

Pursuant to 24 CFR 58.35(a) 
 

This is a suggested format that may be used by Responsible Entities to document completion of a 
Categorically Excluded Subject to Section 58.5 environmental review. 

 
Project Information  
 
Project Name: 
 
Responsible Entity:  
 
Grant Recipient (if different than Responsible Entity):  
 
State/Local Identifier: 
 
Preparer: 
 
Certifying Officer Name and Title:    
     

Grant Recipient (if different than Responsible Entity): 
 
Consultant (if applicable): 
 
Direct Comments to: 
 
Project Location: 
 
Description of the Proposed Project [24 CFR 50.12 & 58.32; 40 CFR 1508.25]:  
 
 
 
 
 
 
 
 
Level of Environmental Review Determination:  
Categorically Excluded per 24 CFR 58.35(a), and subject to laws and authorities at 
§58.5:______________________________________________________________   
 
 



 

 
Funding Information  
 

Grant Number HUD Program  Funding Amount  
   
   

 
Estimated Total HUD Funded Amount: 
 
 
Estimated Total Project Cost (HUD and non-HUD funds) [24 CFR 58.32(d)]: 
 
 
 

Compliance with 24 CFR 50.4, 58.5, and 58.6 Laws and Authorities 
Record below the compliance or conformance determinations for each statute, executive order, or 
regulation.  Provide credible, traceable, and supportive source documentation for each authority. Where 
applicable, complete the necessary reviews or consultations and obtain or note applicable permits of 
approvals. Clearly note citations, dates/names/titles of contacts, and page references. Attach additional 
documentation as appropriate. 
 

Compliance Factors: 
Statutes, Executive Orders, 
and Regulations listed at 24 
CFR §58.5 and §58.6                               

Are formal 
compliance 

steps or 
mitigation 
required? 

 

Compliance determinations  
 

STATUTES, EXECUTIVE ORDERS, AND REGULATIONS LISTED AT 24 CFR 50.4 
& 58.6 
Airport Hazards  

24 CFR Part 51 Subpart D 

Yes     No 
      

 

Coastal Barrier Resources  

Coastal Barrier Resources Act, as 
amended by the Coastal Barrier 
Improvement Act of 1990 [16 
USC 3501] 

Yes     No 
      

 

Flood Insurance   

Flood Disaster Protection Act of 
1973 and National Flood 
Insurance Reform Act of 1994 

Yes     No 
      

 



 

[42 USC 4001-4128 and 42 USC 
5154a] 

STATUTES, EXECUTIVE ORDERS, AND REGULATIONS LISTED AT 24 CFR 50.4 
& 58.5 
Clean Air  

Clean Air Act, as amended, 
particularly section 176(c) & (d); 
40 CFR Parts 6, 51, 93 

Yes     No 
      

 

Coastal Zone Management  

Coastal Zone Management Act, 
sections 307(c) & (d) 

Yes     No 
      

  

Contamination and Toxic 
Substances   

24 CFR Part 50.3(i) & 58.5(i)(2) 

Yes     No 
     

 

Endangered Species  

Endangered Species Act of 1973, 
particularly section 7; 50 CFR 
Part 402 

Yes     No 
     

 

Explosive and Flammable 
Hazards 

24 CFR Part 51 Subpart C 

Yes     No 
     

 

Farmlands Protection   

Farmland Protection Policy Act 
of 1981, particularly sections 
1504(b) and 1541; 7 CFR Part 
658 

Yes     No 
     

 

Floodplain Management   

Executive Order 11988, 
particularly section 2(a); 24 CFR 
Part 55 

Yes     No 
     

 

Historic Preservation   

National Historic Preservation 
Act of 1966, particularly sections 
106 and 110; 36 CFR Part 800 

Yes     No 
     

 

Noise Abatement and Control   

Noise Control Act of 1972, as 
amended by the Quiet 
Communities Act of 1978; 24 
CFR Part 51 Subpart B 

Yes     No 
     

 

     



 

Sole Source Aquifers   

Safe Drinking Water Act of 1974, 
as amended, particularly section 
1424(e); 40 CFR Part 149 

Yes     No 
     

 

 

Wetlands Protection   

Executive Order 11990, 
particularly sections 2 and 5 

Yes     No 
     

 

 

Wild and Scenic Rivers  

Wild and Scenic Rivers Act of 
1968, particularly section 7(b) 
and (c) 

 
Yes     No 

     
 

 

ENVIRONMENTAL JUSTICE  
Environmental Justice 

Executive Order 12898 

Yes     No 
     

 

 

                                                                                  

Field Inspection (Date and completed by):  

Summary of Findings and Conclusions:  
 
 
 

Mitigation Measures and Conditions [40 CFR 1505.2(c)]  
Summarize below all mitigation measures adopted by the Responsible Entity to reduce, avoid, or 
eliminate adverse environmental impacts and to avoid non-compliance or non-conformance with 
the above-listed authorities and factors. These measures/conditions must be incorporated into 
project contracts, development agreements, and other relevant documents. The staff responsible 
for implementing and monitoring mitigation measures should be clearly identified in the mitigation 
plan. 
 
 
Law, Authority, or Factor  
 

Mitigation Measure 

  
  
  
  

 
 
 

Determination:  
 
 



 

 This categorically excluded activity/project converts to Exempt, per 58.34(a)(12) because there are 
no circumstances which require compliance with any of the federal laws and authorities cited at 
§58.5. Funds may be committed and drawn down after certification of this part for this (now) 
EXEMPT project; OR 

 This categorically excluded activity/project cannot convert to Exempt because there are 
circumstances which require compliance with one or more federal laws and authorities cited at 
§58.5. Complete consultation/mitigation protocol requirements, publish NOI/RROF and obtain 
�³Authority to Use Grant Funds�  ́(HUD 7015.16) per Section 58.70 and 58.71 before committing 
or drawing down any funds; OR 

 This project is now subject to a full Environmental Assessment according to Part 58 Subpart E due 
to extraordinary circumstances (Section 58.35(c)).  

 
 

Preparer Signature: __________________________________________Date:_________ 
 
Name/Title/Organization: __________________________________________________  
 
________________________________________________________________________ 
 
Responsible Entity Agency Official Signature:  
 
____________________________________________________________Date:________ 
 
Name/Title: ______________________________________________________________ 
 
This original, signed document and related supporting material must be retained on file by the 
Responsible Entity in an Environmental Review Record (ERR) for the activity/project (ref: 24 
CFR Part 58.38) and in accordance with recordkeeping requirements for the HUD program(s).  
 
 





 

Appendix F: Low- and Moderate-Income Census Data 
 

  



 

 
 

 
 
 

 

 

 

 

 

 

 

  

CDBGNAME STUSAB TRACT BLKGRP 
 
LOWMOD  

 
LOWMODUNIV  LOWMODPCT 

Millville NJ 030100 1 780 945 83% 

Millville NJ 030200 1 225 460 49% 

Millville NJ 030200 2 1120 1855 60% 

Millville NJ 030200 3 1125 1610 70% 

Millville NJ 030200 4 195 495 39% 

Millville NJ 030200 5 815 1335 61% 

Millville NJ 030300 1 1125 1350 83% 

Millville NJ 030300 2 485 1010 48% 

Millville NJ 030300 3 570 1035 55% 

Millville NJ 030400 1 615 1355 45% 

Millville NJ 030400 2 370 910 41% 

Millville NJ 030400 3 165 1265 13% 

Millville NJ 030400 4 265 1410 19% 

Millville NJ 030400 5 935 2615 36% 

Millville NJ 030501 1 400 1715 23% 

Millville NJ 030501 2 250 990 25% 

Millville NJ 030501 3 420 1895 22% 

Millville NJ 030501 4 275 1825 15% 

Millville NJ 030502 1 1250 2495 50% 

Millville NJ 030502 2 850 1690 50% 



 

Appendix G: Sub-Recipient Income Qualification Form 

 
 
 
 
 

  



 

Appendix H: Housing Rehab Income Qualification Form 
  



 

 
 

Name:  Identification No. 

ASSETS 

Family 
Member Asset Description Current Cash Value of Assets 

Actual Income 
fromAssets 

      $0.00 

      $0.00 

        

        

        

        

        

Net Cash Value of Assets $0.00   

Total Actual Income from Assets $0.00 

If line 3 is greater than $5,000, multiply line by .06 and enter results here; otherwise, 
leave blank $0.00 

ANTICIPATED ANNUAL INCOME 

Family 
Members 

a. Wages/ 
Salaries 

b. Benefits/ 
Pensions c. Public Assistance 

d. Other 
Income e. Asset Income 

          

Enter the 
greater of 
lines 4 or 5 
from above 

in e. 

          

          

          

          

          

          

Totals $0.00 $0.00 0 $0.00 $0.00 

Enter total of items from 6a. through 6e. This is Annual Income……………. $0.00 

2021 Income 
Limits      

Household 
of 1 
income 
guideline $37,050.00 

1 $33,100   

Median 
Income 

 $                              
74,100.00  

2 $37,800   Percentage 0% 

3 $42,550     

4 $47,250     

5 $51,050     

6 $54,850     

7 $58,600     

8 $62,400     



 

Appendix I: Sub-Recipient Agreement (Sample) 
 
  



 

SAMPLE SUBRECIPIENT AGREEMENT AGREEMENT BETWEEN The City of Millville 
 AND 

[ Subrecipient]  
 

 

THIS  AGREEMENT, entered this  day of  , 20 
 by  and between the City of Millville (herein called the 
“grantee”)  and                              (herein called the “Subrecipient”). 

 

 
WHEREAS, the Grantee has applied for and received funds from the United States Government 
under Title I of the Housing and Community Development Act of 1974, as amended (HCD Act), 
Public Law 93-383; and 
 
WHEREAS, the Grantee wishes to engage the Subrecipient to assist the Grantee in utilizing such 
funds; NOW,  
 
THEREFORE, it is agreed between the parties hereto that; 
 

A. Activities  

 

The Subrecipient will be responsible for administering a CDBG Year 20 ___ activity in a 
manner satisfactory to the Grantee and consistent with any standards required as a 
condition of providing these funds. Such program will include the following activities 
eligible under the Community Development Block Grant program: 

 

Program Delivery 

Activity #1     [Complete description of activity to be undertaken including what 
products or services are to be performed, where they are to be 
provided, for whom they are to be provided, how they are to be 
provided] 

 

Activity #2 IF ANY - [Complete description]  
 
Activity #3 IF ANY - [Complete description] 

 
General Administration 
 
[Add description of general administrative services to be performed in support of 
activities noted above]



 

 
All activities funded with CDGB funds must meet one of the CDBG program’s National Objectives: benefit 
low- and moderate-income persons; aid in the prevention or elimination of slums or blight; or meet 
community development needs having a particular urgency, as defined in 24 CFR 570.208. 

 
The Subrecipient certifies that the activity (ies) carried out under this Agreement will meet (indicate 
which National Objective). Briefly describe how this National Objective will be met. 
 
Accomplishment – Goals and Performance Measures 

 
The levels of accomplishment may include such measures as units rehabbed, persons or households 
assisted, or meals served, and should also include time frames for performance. 
The Subrecipient agrees to provide the following levels of program services: 
 
 Activity Units per Month Total Units/Year 
Activity #1 [# of Units] [# of Units] 

Activity #2 [# of Units] [# of Units] 

Activity #3 [# of Units] [# of Units] 

 
[Add other activities as necessary] 

 
[NOTE: Provide definition of Units of Service here.] 

 
B. Staffing 

[Provide list of staff and time commitments to be allocated to each activity specified in I.A. above.] 
 

{The City might include the following provision if it felt among the Subrecipient’s staff only certain 
personnel had the requisite experience to implement the activity, or if the Subrecipient had a history of 
reassigning responsibilities that tended to create problems.} 

 
“Any changes in the Key Personnel assigned or their general responsibilities under this project are 
subject to the prior approval of the Grantee.” 

 
The Grantee will monitor the performance of the Subrecipient against goals and performance standards 
as stated above. Substandard performance as determined by the Grantee will constitute noncompliance 
with this Agreement. If action to correct such substandard performance is not taken by the 
Subrecipient within a reasonable period of time (e.g., 30 days) after being notified by the Grantee, 
contract suspension or termination procedures will be initiated. 
 
Services of the Subrecipient shall start on the         day of  , 20     and end on the          day of 
of 20  . The term of this Agreement and the provisions herein shall be extended to cover any additional   
time period during which the Subrecipient remains in control of CDBG funds or other CDBG assets, 
including program income. 

 

 

 

Budget 



 
 

Line Item Amount: 

Salaries $   

Fringe    

Office Space (Program only)    

Utilities    

Communications    

Reproduction/Printing    

Supplies and Materials    

Mileage    

Audit    

Other (Specify)    

Indirect Costs (Specify)    

TOTAL $   

 

Any indirect costs charged must be consistent with the conditions of Paragraph VIII (C)(2) of this 
Agreement. In addition, the Grantee may require a more detailed budget breakdown than the one 
contained herein, and the Subrecipient shall provide such supplementary budget information in a 
timely fashion in the form and content prescribed by the Grantee. Any amendments to the budget 
must be approved in writing by both the Grantee and the Subrecipient. 
 
It is expressly agreed and understood that the total amount to be paid by the Grantee under this 
Agreement shall not exceed $  . Drawdowns for the payment of eligible expenses shall be made against 
the line item budgets specified in Paragraph III herein and in accordance with performance. Expenses 
for general administration shall also be paid against the line item budgets specified in Paragraph III and 
in accordance with performance. 
 
Payments may be contingent upon certification of the Subrecipient’s financial management system in 
accor- dance with the standards specified in 2 CFR 200. 

 
Notices required by this Agreement shall be in writing and delivered via mail (postage prepaid), 
commercial courier, or personal delivery or sent by facsimile or other electronic means. Any notice 
delivered or sent as aforesaid shall be effective on the date of delivery or sending. All notices and other 
written communications under this Agreement shall be addressed to the individuals in the capacities 
indicated below, unless otherwise modified by subsequent written notice. 



 
 

Communication and details concerning this contract shall be directed to the following contract 
representa- tives: 

Grantee Subrecipient 

 

  , Manager   , Exec. Director 

 

Grantee  Subrecipient  

[Address]  [Address]  

[City, State, ZIP]  [City, State, ZIP]   

[Telephone]  [Telephone]  

[Email]  [Email]  

Website  Website   



 

II. SPECIAL CONDITIONS 

 
[This section of the Agreement can be used by Grantee to include special conditions specific to the 
particular activity or individual Subrecipient.] 

 

 CONDITIONS  
 

A. General Compliance 
 

The Subrecipient agrees to comply with the requirements of Title 24 of the Code of Federal 
Regulations,  Part 570 (the U.S. Housing and Urban Development regulations concerning Community 
Development Block Grants (CDBG)) including subpart K of these regulations, except that (1) the 
Subrecipient does not assume the recipient’s environmental responsibilities described in 24 CFR 
570.604 and (2) the Subrecipient does not assume the recipient’s responsibility for initiating the review 
process under the provisions of 24 CFR 52. The Subrecipient also agrees to comply with all other 
applicable Federal, state and local laws, regulations, and policies governing the funds provided under 
this contract. The Subrecipient further agrees to utilize funds available under this Agreement to 
supplement rather than supplant funds otherwise available. 
 
Nothing contained in this Agreement is intended to, or shall be construed in any manner, as creating or 
establishing the relationship of employer/employee between the parties. The Subrecipient shall at all 
times remain an “independent contractor” with respect to the services to be performed under this 
Agreement. The Grantee shall be exempt from payment of all Unemployment Compensation, FICA, 
retirement, life and/or medical insurance and Workers’ Compensation Insurance, as the Subrecipient is 
an independent contractor. 

 
B. Hold Harmless 

 
The Subrecipient shall hold harmless, defend and indemnify the Grantee from any and all claims, 
actions, suits, charges and judgments whatsoever that arise out of the Subrecipient’s performance or 
nonperfor- mance of the services or subject matter called for in this Agreement. 
 

C. Workers’ Compensation 
 

The Subrecipient shall provide Workers’ Compensation Insurance coverage for all of its employees 
involved in the performance of this Agreement. 

 

D. Insurance & Bonding 
 

The Subrecipient shall carry sufficient insurance coverage to protect contract assets from loss due to 
theft, fraud and/or undue physical damage, and as a minimum shall purchase a blanket fidelity bond 
covering all employees in an amount equal to cash advances from the Grantee. 

 

 

 



 

 

The Subrecipient shall comply with the bonding and insurance requirements of 2 CFR 200, Bonding and 
Insurance. 
 
E. Grantee Recognition 
 
The Subrecipient shall insure recognition of the role of the Grantee in providing services through this 
Agreement. All activities, facilities and items utilized pursuant to this Agreement shall be prominently 
labeled as to funding source. In addition, the Subrecipient will include a reference to the support 
provided herein in all publications made possible with funds made available under this Agreement. 
 
F. Amendments 
 
The Grantee or Subrecipient may amend this Agreement at any time provided that such amendments 
make specific reference to this Agreement, and are executed in writing, signed by a duly authorized 
representative of each organization, and approved by the Grantee’s governing body. Such 
amendments shall not invalidate this Agreement, nor relieve or release the Grantee or Subrecipient 
from its obligations under this Agreement. 

 
The Grantee may, in its discretion, amend this Agreement to conform with Federal, state or local 
governmental guidelines, policies and available funding amounts, or for other reasons. If such 
amendments result in     a change in the funding, the scope of services, or schedule of the activities to 
be undertaken as part of this Agreement, such modifications will be incorporated only by written 
amendment signed by both Grantee and Subrecipient. 
 
G. Suspension or termination of Agreement 
 
In accordance with 2 CFR 200, the Grantee may suspend or terminate this Agreement if the 
Subrecipient materially fails to comply with any terms of this Agreement, which include (but are not 
limited to) the following: 

1. Failure to comply with any of the rules, regulations or provisions referred to herein, or such 
statutes, regulations, executive orders, and HUD guidelines, policies or directives as may 
become applicable at any time; 

2. Failure, for any reason, of the Subrecipient to fulfill in a timely and proper manner its 
obligations under this Agreement; 

3. Ineffective or improper use of funds provided under this Agreement; or 

4. Submission by the Subrecipient to the Grantee reports that are incorrect or incomplete in any 
material respect. 

 

In accordance with 2 CFR 200, this Agreement may also be terminated for convenience by either the 
Grantee or the Subrecipient, in whole or in part, by setting forth the reasons for such termination, the 
effective date, and, in the case of partial termination, the portion to be terminated. However, if in the 
case of a partial termi- nation, the Grantee determines that the remaining portion of the award will not 
accomplish the purpose for which the award was made, the Grantee may terminate the award in its 
entirety. 



 

PROGRAM MANAGEMENT  
 
H. Financial Management 

 
1. Accounting Standards 

 
The Subrecipient agrees to comply with 2 CFR 200 and agrees to adhere to the accounting 
principles and procedures required therein, utilize adequate internal controls, and maintain 
necessary source documentation for all costs incurred. 
 

The Subrecipient shall administer its program in conformance with 2 CFR 200 as applicable. 
These principles shall be applied for all costs incurred whether charged on a direct or indirect 
basis. 
 
2. Records to be Maintained 

 
The Subrecipient shall maintain all records required by the Federal regulations specified in 24 
CFR 570.506, that are pertinent to the activities to be funded under this Agreement. Such 
records shall include but not be limited to: 

 
a. Records providing a full description of each activity undertaken; 
b. Records demonstrating that each activity undertaken meets one of the National 

Objectives of the CDBG program; 
c. Records required to determine the eligibility of activities; 
d. Records required to document the acquisition, improvement, use or disposition of 

real property acquired or improved with CDBG assistance; 
e. Records documenting compliance with the fair housing and equal opportunity 

components of the CDBG program; 
f. Financial records as required by 24 CFR 570.502, and 2 CFR 200; and 
g. Other records necessary to document compliance with Subpart K of 24 CFR 570. 

 
3. Record Retention 

 
The Subrecipient shall retain all financial records, supporting documents, statistical records, and 
all other records pertinent to the Agreement for a period of four (4) years. The retention period 
begins on the date of the submission of the Grantee’s annual performance and evaluation 
report to HUD in which the activities assisted under the Agreement are reported on for the final 
time. Notwithstanding the above, if there is litigation, claims, audits, negotiations or other 
actions that involve any of the records cited and that have started before the expiration of the 
four-year period, then such records must be retained until completion of the actions and 
resolution of all issues, or the expiration of the four-year period, whichever occurs later. 
 
4. Client eligibility 
 
The Subrecipient shall maintain client data demonstrating client eligibility for services provided. 
Such data shall include, but not be limited to, client name, address, income level or other basis 
for determining eligibility, and description of service provided. Such information shall be made 
available to Grantee monitors or their designees for review upon request. 

 



 

5. Disclosure  
 
The Subrecipient understands that client information collected under this contract is private 
and the use or disclosure of such information, when not directly connected with the 
administration of the Grantee’s or Subrecipient’s responsibilities with respect to services 
provided under this contract, is prohibited unless written consent is obtained from such person 
receiving service and, in the case of a minor, that of a responsible parent/guardian. 
 

The Subrecipient’s obligation to the Grantee shall not end until all close-out requirements are 
compleed. Activities during this close-out period shall include, but are not limited to: making 
final payments, disposing of program assets (including the return of all unused materials, 
equipment, unspent cash advances, program income balances, and accounts receivable to the 
Grantee), and determining the custodianship of records. Not withstanding the foregoing, the 
terms of this Agreement shall remain in effect during any period that the Subrecipient has 
control over CDBG funds, including program income. 
 
6. Audits & Inspections 
 

All Subrecipient records with respect to any matters covered by this Agreement shall be 
made available to the Grantee, grantor agency, and the Comptroller General of the 
United States or any of their authorized representatives, at any time during normal 
business hours, as often as deemed necessary, to audit, examine, and make excerpts or 
transcripts of all relevant data. Any deficiencies noted in audit reports must be fully 
cleared by the Subrecipient within 30 days after receipt by the Subrecipient. Failure of the 
Subrecipient to comply with the above audit requirements will constitute a violation of 
this contract and may result in the withholding of future payments. The Subrecipient 
hereby agrees to have an annual agency audit conducted in accordance with current 
Grantee policy concerning sub- recipient audits and 2 CFR 200. 

 
           Program Income 
 

The Subrecipient shall report all program income (as defined at 24 CFR 570.500(a)) generated by 
activities carried out with CDBG funds made available under this contract. The use of program income by 
the Subrecipient shall comply with the requirements set forth at 24 CFR 570.504. By way of further 
limitations, the Subrecipient may use such income during the contract period for activities permitted 
under this contract and shall reduce requests for additional funds by the amount of any such program 
income balances on hand. All unexpended program income shall be returned to the Grantee at the end 
of the contract period. Any interest earned on cash advances from the U.S. Treasury and from funds held 
in a revolving fund account is not program income and shall be remitted promptly to the Grantee. 
 
If indirect costs are charged, the Subrecipient will develop an indirect cost allocation plan for deter- 
mining the appropriate Subrecipient’s share of administrative costs and shall submit such plan to the 
Grantee for approval, in a form specified by the Grantee.



 

The Grantee will pay to the Subrecipient funds available under this Agreement based upon information 
submitted by the Subrecipient and consistent with any approved budget and Grantee policy concern- ing 
payments. With the exception of certain advances, payments will be made for eligible expenses actually 
incurred by the Subrecipient, and not to exceed actual cash requirements. Payments will be adjusted by 
the Grantee in accordance with advance fund and program income balances available in Subrecipient 
accounts. In addition, the Grantee reserves the right to liquidate funds available under this contract for 
costs incurred by the Grantee on behalf of the Subrecipient. 
 

     Progress Reports 
 

The Subrecipient shall submit regular Progress Reports to the Grantee in the form, content, and 
frequency as required by the Grantee.   

 
1. Compliance 

 
The Subrecipient shall comply with current Grantee policy concerning the purchase of equipment 
and shall maintain inventory records of all non-expendable personal property as defined by such 
policy as may be procured with funds provided herein. All program assets (unexpended program 
income, property, equipment, etc.) shall revert to the Grantee upon termination of this 
Agreement. 
 
Unless specified otherwise within this agreement, the Subrecipient shall procure all materials, 
proper- ty, or services in accordance with the requirements of 2 CFR 200. 
 

2. Use and Reversion of Assets 

 
The use and disposition of real property and equipment under this Agreement shall be in 
compliance with the requirements of 2 CFR 200 and 24 CFR 570.502, 570.503, and 570.504, as 
applicable, which include but are not limited to the following: 

 
a) The Subrecipient shall transfer to the Grantee any CDBG funds on hand and any 

accounts receivable attributable to the use of funds under this Agreement at the 
time of expiration, cancellation, or termination. 

 
b) Real property under the Subrecipient’s control that was acquired or improved, in 

whole or   in part, with funds under this Agreement in excess of $25,000 shall be 
used to meet one of the CDBG National Objectives pursuant to 24 CFR 570.208 until 
five (5) years after expiration of this Agreement [or such longer period of time as the 
Grantee deems appropriate]. If the Subrecipient fails to use CDBG-assisted real 
property in a manner that meets a CDBG National Objective for the prescribed period 
of time, the Subrecipient shall pay the Grantee an amount equal to the current fair 
market value of the property less any portion of the value attributable to 
expenditures of non-CDBG funds for acquisition of, or improvement to, the property. 
Such payment shall constitute program income to the Grantee. The Subrecipient 
may retain real property acquired or improved under this Agreement after the 
expiration of the five-year period [or such longer period of time as the Grantee 
deems appropriate]. 

 
c) In all cases in which equipment acquired, in whole or in part, with funds under this 



 

Agreement is sold, the proceeds shall be program income (prorated to reflect the 
extent to that funds received under this Agreement were used to acquire the 
equipment). Equipment not needed by the Subrecipient for activities under this 
Agreement shall be (a) transferred to the Grantee for the CDBG program or (b) 
retained after compensating the Grantee [an amount equal to the current fair 
market value of the equipment less the percentage of non-CDBG funds used to 
acquire the equipment]. 

3.  
    Relocation, Real Property Acquisition and one-for-one housing replacement 
 

The Subrecipient agrees to comply with (a) the Uniform Relocation Assistance and Real Property 
Acquisition Policies Act of 1970, as amended (URA), and implementing regulations at 49 CFR 24 and 24 
CFR 570.606(b); (b) the requirements of 24 CFR 570.606(c) governing the Residential Anti-displacement 
and Relocation Assistance Plan under section 104(d) of the HCD Act; and (c) the equirements in 24 CFR 
570.606(d) governing optional relocation policies. [The Grantee may preempt the optional policies.] 
The Subrecipient shall provide relocation assistance to displaced persons as defined by 24 CFR 
570.606(b)(2) that are displaced as a direct result of acquisition, rehabilitation, demolition, or 
conversion for a CDBG-assisted project. The Subrecipient also agrees to comply with applicable 
Grantee ordinances, resolutions, and policies concerning the displacement of persons from their 
residences. 
 

      Personnel & Participant Conditions 
 

a. Civil Rights 
 

i. Compliance  
The Subrecipient agrees to comply with and with Title VI of the Civil Rights Act of 1964 as 
amended, Title VIII of the Civil Rights Act of 1968 as amended, Section 104(b) and Section 109 
of Title I of the Housing and Community Development Act of 1974 as amended, Section 504 
of the Rehabilitation Act of 1973, the Americans with Disabilities Act of 1990, the Age 
Discrimination Act of 1975, Executive Order 11063, and Executive Order 11246 as amended 
by Executive Orders 11375, 11478, 12107 and 12086. 
 
The Subrecipient agrees to comply with the non-discrimination in employment and 
contracting oppor- tunities laws, regulations, and executive orders referenced in 24 CFR 
570.607, as revised by Executive Order 13279. The applicable non-discrimination provisions 
in Section 109 of the HCDA are still appli- cable. 
 

ii. Land Covenants 
 

This contract is subject to the requirements of Title VI of the Civil Rights Act of 1964 (P. L. 
88-352) and 24 CFR 570.601 and 570.602. In regard to the sale, lease, or other transfer of 
land acquired, cleared, or improved with assistance provided under this contract, the 
Subrecipient shall cause or require a covenant running with the land to be inserted in the 
deed or lease for such transfer, prohibiting discrimination as herein defined, in the sale, 
lease or rental, or in the use or occupancy of such land, or in any improvements erected or 
to be erected thereon, providing that the Grantee and the United States are beneficiaries of 
and entitled to enforce such covenants. The Subrecipient, in undertaking its obligation to 



 

carry out the program assisted hereunder, agrees to take such measures as are necessary 
to enforce such covenant, and will not itself so discriminate. 
 

     Iii. Section 504 
The Subrecipient agrees to comply with all Federal regulations issued pursuant to 
compliance with Section 504 of the Rehabilitation Act of 1973 (29 U.S.C. 794), which 
prohibits discrimination against individuals with disabilities or handicaps in any Federally 
assisted program. The Grantee shall provide the Subrecipient with any guidelines 
necessary for compliance with that portion of the regulations in force during the term of 
this Agreement. 
 
Approved Plan 
The Subrecipient agrees that it shall be committed to carry out pursuant to the Grantee’s 
specifications an Affirmative Action Program in keeping with the principles as provided in 
President’s Executive Order 11246 of September 24, 1966. The Grantee shall provide 
Affirmative Action guidelines to the Subrecipient to assist in the formulation of such 
program. The Subrecipient shall submit a plan for an Affirmative Action Program for 
approval prior to the award of funds. 

 
The Subrecipient will use its best efforts to afford small businesses, minority business 
enterprises, and women’s business enterprises the maximum practicable opportunity to 
participate in the performance of this contract. As used in this contract, the terms “small 
business” means a business that meets the criteria set forth in section 3(a) of the Small 
Business Act, as amended (15 U.S.C. 632), and “minority and women’s business 
enterprise” means a business at least fifty-one (51) percent owned and controlled by 
minority group members or women. For the purpose of this definition, “minority group 
members” are Afro-Americans, Spanish-speaking, Spanish surnamed or Spanish-heritage 
Americans, Asian-Americans, and American Indians. The Subrecipient may rely on written 
representations by businesses regarding their status as minority and female business 
enterprises in lieu of an independent investigation. 
 
The Subrecipient shall furnish and cause each of its own subrecipients or subcontractors to 
furnish all information and reports required hereunder and will permit access to its books, 
records and accounts by the Grantee, HUD or its agent, or other authorized Federal 
officials for purposes of investigation to ascertain compliance with the rules, regulations, 
and provisions stated herein. 

 
The Subrecipient will send to each labor union or representative of workers with which it 
has a collective bargaining agreement or other contract or understanding, a notice, to be 
provided by the agency contracting officer, advising the labor union or worker’s 
representative of the Subrecipient’s commitments hereunder, and shall post copies of the 
notice in conspicuous places available to employees and applicants for employment. 
 
Equal Opportunity and Affirmative Action (EEO/AA) Statement 

 
The Subrecipient will, in all solicitations or advertisements for employees placed by or on 
behalf of the Subrecipient, state that it is an Equal Opportunity or Affirmative Action 
employer. 



 

The Subrecipient will include the provisions of Paragraphs X.A, Civil Rights, and B, Affirmative 
Action, in every subcontract or purchase order, specifically or by reference, so that such 
provisions will be binding upon each of its own subrecipients or subcontractors. 
 

Prohibited Activity 
 

The Subrecipient is prohibited from using funds provided herein or personnel employed in the 
administration of the program for political activities; inherently religious activities; lobbying; 
political patronage; and nepotism activities. 

 
The Subrecipient agrees to comply with the requirements of the Secretary of Labor in accordance 
with the Davis-Bacon Act as amended, the provisions of Contract Work Hours and Safety 
Standards Act (40U.S.C. 327 et seq.) and all other applicable Federal, state, and local laws and 
regulations pertaining to labor standards insofar as those acts apply to the performance of this 
Agreement. The Subrecipient agrees to comply with the Copeland Anti-Kick Back Act (18 U.S.C. 
874 et seq.) and its implementing regulations of the U.S. Department of Labor at 29 CFR 5. The 
Subrecipient shall maintain documentation that demonstrates compliance with hour and wage 
requirements of this part. Such documentation shall be made available to the Grantee for 
review upon request. 

 
The Subrecipient agrees that, except with respect to the rehabilitation or construction of 
residential property containing less than eight (8) units, all contractors engaged under contracts 
in excess of $2,000.00 for construction, renovation, or repair work financed in whole or in part 
with assistance pro- vided under this contract, shall comply with Federal requirements adopted 
by the Grantee pertaining to such contracts and with the applicable requirements of the 
regulations of the Department of Labor, under 29 CFR 1, 3, 5 and 7 governing the payment of 
wages and ratio of apprentices and trainees to journey workers; provided that, if wage rates 
higher than those required under the regulations are imposed by state or local law, nothing 
hereunder is intended to relieve the Subrecipient of its obligation, if any, to require payment of 
the higher wage. The Subrecipient shall cause or require to be inserted in full, in all such 
contracts subject to such regulations, provisions meeting the requirements of this paragraph. 

 
                   Compliance 
 

Compliance with the provisions of Section 3 of the HUD Act of 1968, as amended, and as 
implemented by the regulations set forth in 24 CFR 135, and all applicable rules and orders 
issued hereunder prior to the execution of this contract shall be a condition of the Federal 
financial assistance provided under this contract and binding upon the Grantee, the Subrecipient 
and any of the Subrecipient’s subrecipients and subcontractors. Failure to fulfill these 
requirements shall subject the Grantee, the Subrecipient, and any of the Subrecipient’s sub- 
recipients and subcontractors, their successors and assigns, to those sanctions specified by the 
Agreement through which Federal assistance is provided. The Subrecipient certifies and agrees 
that no contractual or other disability exists that would prevent compliance with these 
requirements. 
 
The Subrecipient further agrees to comply with these “Section 3” requirements and to include the 
following language in all subcontracts executed under this Agreement: 

 



 

“The work to be performed under this Agreement is a project assisted under a program 
providing direct Federal financial assistance from HUD and is subject to the requirements 
of Section 3 of the Housing and Urban Development Act of 1968, as amended (12 U.S.C. 
1701). Section 3 requires that to the greatest extent feasible opportunities for training 
and employment be given to low- and very low-income residents of the project area, and 
that contracts for work in connection with the project be awarded to business concerns 
that provide economic opportunities for low- and very low-income persons residing in 
the metropolitan area in which the project is located.” 

 
The Subrecipient further agrees to ensure that opportunities for training and employment arising 
in connection with a housing rehabilitation (including reduction and abatement of lead-based 
paint hazards), housing construction, or other public construction project are given to low- and 
very low-income persons residing within the metropolitan area in which the CDBG-funded 
project is located; where feasible, priority should be given to low- and very low-income persons 
within the service area of the project or the neighborhood in which the project is located, and to 
low- and very low-income participants in other HUD programs; and award contracts for work 
undertaken in connection with a housing rehabilitation (including reduction and abatement of 
lead-based paint hazards), housing construction, or other public construction project to business 
concerns that provide economic opportunities for low- and very low-income persons residing 
within the metropolitan area in which the CDBG-funded project is located; where feasible, 
priority should be given to business concerns that provide economic opportunities to low- and 
very low-income residents within the service area or the neighborhood in which the project is 
located, and to low- and very low-income participants in other HUD programs. 

 
The Subrecipient certifies and agrees that no contractual or other legal incapacity exists that 
would prevent compliance with these requirements. 
 

The Subrecipient agrees to send to each labor organization or representative of workers with 
which it has a collective bargaining agreement or other contract or understanding, if any, a 
notice advising said labor organization or worker’s representative of its commitments under this 
Section 3 clause and shall post copies of the notice in conspicuous places available to employees 
and applicants for employment or training. 
 

The Subrecipient will include this Section 3 clause in every subcontract and will take appropriate 
action pursuant to the subcontract upon a finding that the subcontractor is in violation of 
regulations issued by the grantor agency. The Subrecipient will not subcontract with any entity 
where it has notice or knowledge that the latter has been found in violation of regulations under 
24 CFR 135 and will not let any subcontract unless the entity has first provided it with a 
preliminary statement of ability to comply with the requirements of these regulations. 
 

           Assignability 
 

The Subrecipient shall not assign or transfer any interest in this Agreement without the prior 
written consent of the Grantee thereto; provided, however, that claims for money due or to 
become due to the Subrecipient from the Grantee under this contract may be assigned to a 
bank, trust company, or other financial institution without such approval. Notice of any such 
assignment or transfer shall be furnished promptly to the Grantee. 

 
4. Subcontracts 



 

 
              Approvals 
 

The Subrecipient shall not enter into any subcontracts with any agency or individual in the 
performance of this contract without the written consent of the Grantee prior to the execution of 
such agreement. 

 
The Subrecipient will monitor all subcontracted services on a regular basis to assure contract 
compliance. Results of monitoring efforts shall be summarized in written reports and supported 
with documented evidence of follow-up actions taken to correct areas of noncompliance. 

 
The Subrecipient shall cause all of the provisions of this contract in its entirety to be included in 
and made a part of any subcontract executed in the performance of this Agreement. 

 
The Subrecipient shall undertake to ensure that all subcontracts let in the performance of this 
Agreement shall be awarded on a fair and open competition basis in accordance with applicable 
procurement requirements. Executed copies of all subcontracts shall be forwarded to the Grantee 
along with documentation concerning the selection process. 

 
The Subrecipient agrees that no funds provided, nor personnel employed under this Agreement, 
shall be in any way or to any extent engaged in the conduct of political activities in violation of 
Chapter 15 of Title V of the U.S.C. 

 
The Subrecipient agrees to abide by the provisions of 2 CFR 200 and 570.611, which include (but 
are not limited to) the following: 

 
a. The Subrecipient shall maintain a written code or standards of conduct that shall 

govern the performance of its officers, employees, or agents engaged in the 
award and administration of contracts supported by Federal funds. 

 
b. No employee, officer, or agent of the Subrecipient shall participate in the 

selection, or in the award, or administration of, a contract supported by Federal 
funds if a conflict of interest, real or apparent, would be involved. 

 
c. No covered persons who exercise or have exercised any functions or 

responsibilities with respect to CDBG-assisted activities, or who are in a position to 
participate in a decision-making process or gain inside information with regard to 
such activities, may obtain a financial interest in any contract, or have a financial 
interest in any contract, subcontract, or agreement with respect to the CDBG-
assisted activity, or with respect to the proceeds from the CDBG-assisted activity, 
either for themselves or those with whom they have business or immediate family 
ties, during their tenure or for a period of one (1) year thereafter. For purposes of 
this paragraph, a “covered person” includes any person who is an employee, 
agent, consultant, officer, or elected or appointed official of the Grantee, the 
Subrecipient, or any designated public agency. 

 
5.  
6. Lobbying 

 



 

The Subrecipient hereby certifies that: 
 

a. No Federal appropriated funds have been paid or will be paid, by or on behalf of 
it, to any person for influencing or attempting to influence an officer or employee 
of any agency, a Member of Congress, an officer or employee of Congress, or an 
employee of a Member of Congress in connection with the awarding of any 
Federal contract, the making of any Federal grant, the making of any Federal loan, 
the entering into of any cooperative agreement, and the extension, continuation, 
renewal, amendment, or modification of any Federal contract, grant, loan, or 
cooperative agreement; 

 
b. If any funds other than Federal appropriated funds have been paid or will be paid 

to any person for influencing or attempting to influence an officer or employee 
of any agency, a Member of Congress, an officer or employee of Congress, or an 
employee of a Member of Congress in connection with this Federal contract, 
grant, loan, or cooper- ative agreement, it will complete and submit Standard 
Form-LLL, “Disclosure Form to Report Lobbying,” in accordance with its 
instructions; and 

  
c. It will require that the language of paragraph (d) of this certification be included in 

the award documents for all subawards at all tiers (including subcontracts, 
subgrants, and contracts under grants, loans, and cooperative agreements) and 
that all Subrecipients shall certify and disclose accordingly: 

 
d. Lobbying Certification 

 
This certification is a material representation of fact upon which reliance was 
placed when this transaction was made or entered into. Submission of this 
certification is a prerequisite for making or entering into this transaction imposed 
by section 1352, title 31, U.S.C. Any person who fails to file the required 
certification shall be subject to a civil penalty of not less than $10,000 and not 
more than $100,000 for each such failure 

 
If this contract results in any copyrightable material or inventions, the Grantee and/or grantor 
agency reserves the right to royalty-free, non-exclusive and irrevocable license to reproduce, 
publish, or otherwise use and to authorize others to use, the work or materials for 
governmental purpose. 
 
The Subrecipient agrees that funds provided under this Agreement will not be utilized for 
inherently religious activities prohibited by 24 CFR 570.200(j), such as worship, religious 
instruction, or proselytization. 

 



 

       Air and Water 
 

The Subrecipient agrees to comply with the following requirements insofar as they apply to the 
performance of this Agreement: 

− Clean Air Act, 42 U.S.C., 7401, et seq.; 
− Federal Water Pollution Control Act, as amended, 33 U.S.C., 1251, et seq., as amended, 1318 

relating to inspection, monitoring, entry, reports, and information, as well as other 
requirements spec- ified in said Section 114 and Section 308, and all regulations and 
guidelines issued thereunder; 

− Environmental Protection Agency (EPA) regulations pursuant to 40 CFR 50, as amended. 
 

In accordance with the requirements of the Flood Disaster Protection Act of 1973 (42 U.S.C. 4001), the 
Subrecipient shall assure that for activities located in an area identified by the Federal Emergency 
ManagementAgency (FEMA) as having special flood hazards, flood insurance under the National Flood 
Insurance Program is obtained and maintained as a condition of financial assistance for acquisition or 
construction purposes (including rehabilitation). 

 
The Subrecipient agrees that any construction or rehabilitation of residential structures with assistance 
provided under this Agreement shall be subject to HUD Lead-Based Paint Regulations at 24 CFR 570.608, 
and 24 CFR 35, Subpart B. Such regulations pertain to all CDBG-assisted housing and require that all 
owners, prospective owners, and tenants of properties constructed prior to 1978 be properly notified 
that such properties may include lead-based paint. Such notification shall point out the hazards of lead-
based paint and explain the symptoms, treatment, and precautions that should be taken when dealing 
with lead-based paint poisoning and the advisability and availability of blood lead level screening for 
children under seven. The notice should also point out that if lead-based paint is found on the 
property, abatement measures may be undertaken. The regulations further require that, depending on 
the amount of Federal funds applied to a property, paint testing, risk assessment, treatment, and/or 
abatement may be conducted. 

 
The Subrecipient agrees to comply with the Historic Preservation requirements set forth in the National 
Historic Preservation Act of 1966, as amended (16 U.S.C. 470) and the procedures set forth in 36 CFR 
800, Advisory Council on Historic Preservation Procedures for Protection of Historic Properties, insofar 
as they apply to the performance of this agreement. 

 
In general, this requires concurrence from the State Historic Preservation Officer for all rehabilitation 
and demolition of historic properties that are fifty years old or older or that are included on a Federal, 
state, or local historic property list. 

 
If any provision of this Agreement is held invalid, the remainder of the Agreement shall not be affected 
there- by and all other parts of this Agreement shall nevertheless be in full force and effect. 

 
The section headings and subheadings contained in this Agreement are included for convenience only 
and shall not limit or otherwise affect the terms of this Agreement. 
 

The Grantee’s failure to act with respect to a breach by the Subrecipient does not waive its right to act 
with respect to subsequent or similar breaches. The failure of the Grantee to exercise or enforce any 
right or provision shall not constitute a waiver of such right or provision. 

 



 
This agreement constitutes the entire agreement between the Grantee and the Subrecipient for the use 
of funds received under this Agreement and it supersedes all prior or contemporaneous communications 
and proposals, whether electronic, oral, or written between the Grantee and the Subrecipient with 
respect to this Agreement. 

 

 

 

Date   

IN WITNESS WHEREOF, the Parties have executed this contract as of the date first written above. 

 

[Grantee] [Subrecipient] 

 

By   

Chief Elected Official or Executive 

Officer 

 

Attest   

ASSISTANT [CITY/COUNTY] CLERK 

 

Countersigned:   

FINANCE OFFICER 

APPROVED AS TO FORM AND LEGAL SUFFICIENCY: 

 

Fed. I. D. #   

By   

 

 

 

 

 

 

By   

  



 

Appendix J: Data Collection Forms (Public Services/Facilities) 
  



 

CITY OF MILLVILLE  
COMMUNITY DEVELOPMENT BLOCK GRANT PROGRAM 

ACCOMPLISHMENTS REPORT 
 

 
Organization name & activity: _________________________________ 
 
REPORTING PERIOD:          
 
 NOTE - Invoices will not be processed without the appropriate Accomplishment 
Report(s). 
 
PROGRAM PARTICIPANTS (UNDUPLICATED COUNT) Total number served through 
this activity during the reporting period:      
       

Total 
number 

Number from low-mod 
income households 

Race Number 
Hispanic  

  W ______ 
 
A-A ______ 
 
Asian ______ 
 
Other ______ 
 
Unk ______ 
 

 

 
For “Race” W is for White, A-A for Black/African-American, Unk for 
Unknown/Unspecified. Other includes all other races, including multi-racial 
 
Low-mod income status can be self-determined by participating families and 
documented by a self-determination form or can be documented by other acceptable 
means (confer with Millville City staff for details). 
 
I hereby certify that the documentation, income, names and addresses of clients 
supporting these figures and activities are on file at this agency. 
 
Prepared by:    _______________________________ 
   Signature 
 

   _______________________________             
 Print or Type 

 
Title:   _______________________ Date:   ____________________ 

  



 

Appendix K: Section 3 Report 
 
 

  



 

Grantees should submit Section 3 reports online from the link on the Section 3 webpage. 
Electronic copies are date stamped and submitted to HUD in real time. As such, HUD does not 

accept paper copies of Form HUD 60002. However, the Department recommends that you keep 
paper copies for internal recordkeeping purposes. 

 
 
 
 
 

  



 

Appendix L: Minority Business Enterprise Report 
 
 
 
 

  




